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R “The - -documentation of large-scale development endeavors in education
is a phenonenon with'which the educational R&D’ community has “had giodest -

. experience, since there Has been;little large=-scale development -to
document, SWRL'documentation experience confirms the applidability of
Derek Price's ‘conclusion regaﬁding theﬂliterature of regearch- and the

v ¥

‘s

literature'of development. <, . St
pe )

¢ .

“» s X

v ]

A scholarlyspublication is nOt a piece of informatiqn

but an expression of the state of a scholar or a. .group

- of 'schélars of ‘s particular %ime. We do not, contrary

to "superstition, publish a fact, a'thedry; or & finding,‘

- but' some complex ‘of .these . .., . If~ the paper is an <*
expression of a person or several persoﬁs working at -

' -the research front, we- can tell something abgut the.
relations among the people from the papers 't
. .:. It -seems that technologisfs differ markedlys. .

=

ey

3
L

emselves W T

- b“

- ftom both scientific and nonscienttfic schb}ars. , . e

~ They have a quite different scheme of socia l;relatiOn—
ships, are- differently:motivated and display\different
personality traits, [Price 1970, PPe- 7-9]«. N

Y ‘ ’y N

s Clearly, the published paper is not, in general, the\
end product of a worker in .a technologicalqsubject, hé\
appears to be instead concerned chiefly with the pro- *

. duction of an artifact or process./ What then is the
role of literature in, technology? 1I suggest that for
the most part it is produced as an epiphehomeuon., It

%

comes about because many technologists have.had sciep- -

tific training and know full well the tode of behavior
of the scientist in which publication .1s not merely right
'and proper, but a high-duty and a behavior expected by
peers and employers . . . . In general new technology
will flow from old téchnology rather than from any = .
" interaction there might. be between the .analogous but
separate structures of stience and technology
[Pri¢e, 1965, pp. 560 561]. j

SWRL.'experience has been that the course of a well-managed develop

ment effort. produces considerable documentation but that a good deal
of the substance of the information exceeds structures and strictures/
of journal publication.~ The journal article constitutes an available

- medium, but the 1aundering of the info;mation required to use the
medium pften washes out the message." ‘; : //-

v - é @\

o/

aWRL has found it unproductive to treat information and d umen- :
tatioﬁ in the abstract as a "communication problem." A mor
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5pending upon their nature.

for general use and provides relevant information for this audience.

'

.

approach is to consider operational means of makihg'information pertin-

ent to large-scale development in education conveniently available to

interested audiences.  This perspective directs’attentioh to speci-
o

their néled-to-know characteristics.
recognizes several dudiences.

_ fying interested audiences and’ devising communication compatible with
SWRL information arcﬁi{ecture

Staff involved in the development per se and the contract sponsor
"are two of the most immediate audiences addressed by SWRL documentation.
Communication relevant to thesé audiences is handled by SWRL Technical
Notes and Technical Memoranda that chronicle the course of SWRL R&D.
These documents range’ in length from a few to a few hundred pages de-
Some 200 ‘of these Techmical Notes and
Technical Memoranda are issued duringthe course of a year--a stack
several_feet “tall.

. A third audience is the invisible colleges in.which SWRL staff
actively participate. Collegial exchange of selected Technical Notes
dnd Technical Memoranda serve this audience adequately, . .o B

P
« 7 \‘

Another audience is product users. A volume of product'working )
papers that brings together the documents associated with.the develop~
ment of each product is issued at the .time the product is made available

- ’

This” leaves the general audience of students, scholars, and other
members of the R&D ¢ommunity in education. SWRL Technical Keports and
Professional Papers, largely accessed via the ERIC system, are direct%d
to this broad audience. Journals, professionaL meetings, and other
classical scientific and technical information éxchange mechanisms
are also used. o\ : . N

But each of these mechanisms involves & packing and rationgliztng -
of information into independent pieces that inheredtly involves time
delays and loses some of the«original.flavor of the work in the process..
To reduce the time interval and retain the freshnees of Ahe work a I’
Working Papers series was ininiated in 1 72 s c‘a :

e at f ."« ~

s

) Some Working Paper volumes are annualizaf That is, the thematic
topics that provide convenience categories, -for representing inquiry. . i-
completed "during a year that are of timely interest to.a sector of tHe .
educational R&D community are identified. The relevéht documents are
then organized into volumes constituting a set: 6f‘Wonkiﬂg Papﬁrs. -
Other volumes may be organized on the basis. of* docgmented progress

status across time. Such s the case of “the presequ WOrking yapers.

A Laboratory Facility Dedicated to Educational R&D.~ Agtivity inktiated
in 1969 is chronicled through facility planning, construction, equipping,
and three years of operation~-a six~year time peﬁiod. .
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' Three companion v&lumes c?nstitute the full set of Working 7
. Papers: . ‘ . ' - -t
: ’ ' Volume I (Here included)contains the technical substance . - .
. . of activity, Papers 1-12% - . e d o ™ T L
-~ A « NN “’
, Volume I1, Exhibits 1-35, contains the techntcal attachments ’?’ e T
. for Papere 1-5 . .. - . '
’ Volume III, Exhibits 36-73, cpntaina the technical attachments - /
for Papers 6-12
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‘A LABORATORY FACILITY DEDICATED TO EDUCATIONAL R&D ‘ .

<
“

William H. Hein, Jr. . oL =

SWRL Educational Research and Development received a grant, dated T
June 30, 1970 in the amount of $4,286,000 to plan, construct and equip

the first facility'congtrﬁcted exclusively for educational researcn and o

»

development on a non-campus site. Shortly' after grant award? USOE,

‘

HEW—FEQA (Facilities Engineering and Construction Agency) and SWRL !

“k agreed to test new’ construction techniqueg, known as construction -

‘¢

management~ and gé:t-tracking, on the projelet. The success offthe N

experiment is well demonstrated by the fact that design and construction

« e

. were completed in lesg time than the~six other R&D institutions that f
received construction grants. In addition, the Office of Management
- 1 and Budget confirmed FECA's estimates of savings of publicvfunds of

$lS,0ﬁl,000 resulting from use of the n'ew techniques as well as federally-

>, owrted land in the project. ~ ‘ . *
All,.three parties realizeﬂ{ihat the grant had been nritten_under‘“ a

the‘presu&pgiod of general contract for construction as contrasted ) i

AN
) . with constrnction management. If tney had then taken time to rewrite

AR
Ny

- . \

|
the,grant, marty of the potential savings would have been eliminated ’ }

"-before the project started. Therefore, they undertook an endeavor

|
g |
¥
4 PR ‘ |

\ ! ~that is unique in Federally-supported construction, namely to comply - t

g with a grant written for a general contract and at the same time give

- . ' B

the new techniques.a fair_ test.

s -
i

. . Working Paper 1 describes the. process followed by SWRL in planning

the new facility, and the planning principles that were developed and : s

v
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‘the grant are described

. budget.

¥ .

~ 2
i

followed during this process. The results of the planning are set ««’/J

’

gforth in the form of descriptions of the special purppse, staff office,

secretarial and working\spaces that were included within the plans

i

for the facility as well as their relationships to each other.. The
process followed in -obtaining approval of the grant application is
discussed in Working, faper 2. Included are the means utilized in

complying with the authorizing legislation, regulations and\agency

guidelines. The materials utilized in both the program review and
\Xe

the technical feview of the applicat%onresulting\in the award of

R N
\ . - . -~

s ~

Working Paper 3 sets forth the procedures followed in selecting
the contractors and establishing their fees; the forms of contrécts
utiIized, and the reporting relationships observed by, SWRL Govern~-
ment representatives and the contractors. Working Paper 4 reports é§
SWRL s experience in applying the principles of construction manage-

ment and fast-tracking. Also included are benefits resulting from

s “ ‘
i

the use of these techniques as well as suggested changes in the flow
of decisions that should be incogporated into future projects of a  *
similar nature. Working Paper 5. treatg the process used by the

construction manager in' estimating costs, their verification by SWRL ;

»”

i
|

t ' N
and the methods by which they can be used in establishing a construction

“

Iy u ' !

o7 Working'Papers 6 and 7 indicate the nature of documentation that [

S P ¢

. & =
q

~should be prepared by the grantee of an experimi:tal construction

project in order to insure a fair and accurate c mpliance Federal

1 s . L

R § O
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audit and procedures to be followed in obtaining*reviews of final

~

) ' . /
reports of compliance audits. SWRL's documented experience in

-~
v

consolidating &nd moving its'operations to the new facility is con-
tained in Working,Paper 8. 'The planning and activities for the building

dedication ceremonies is described in Working Paper 9. ) .
Working Paper 10 describes the;operations etudieS'in the area of
" custodial and grounds maintenance serviceé.‘ The results of operatione
studies conducted in order ta refine.the procedores asgociated witn
x ) installing progr;mmatic research and‘development.activity in a new

\ o facility are reported in Working Paper 11. Working Paper 12 sets forth

&

v

| A ‘the procedure followed in" the planning, procurement installation oo
| A
\ .and maintenance of the R&D equipnent and equipment systems acquired

> ¢ N . N °y . * '

under the construction grant: e . . o

© . The working papgrs are in'three'volumes. The first sets forth’
. _the\technical substance of the’working papers, while the rénaining

0 ~ I4
¢ two contain the attach ents to which reference is made throughout

Volume 1. This permits the reader tq utilize the volumes in a‘"side-
by-side" manner, making convenient reference to the pertinent"

) Q . -

" attachments to which.citations.are made. ’

.._/
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PLANNING FOR CONSTRUCTION AND -EQUIPPING OF AN EDUCATIONAL RESEARCH

AND DEVELOPMENT LABORATORY (TM71~71-03) : IS o
William H. Hein, Jr. and Richard E. Schutz o

! . ‘ o . . ' ) ' .
Introduction " o . L A

.. In this }aper we will:- (1) describe tthe site location criteria

(2) identify thesprinciples ‘followed in planning for the facility and . )

equipment' (3) discuss the roles of the specialist-groups in the plan- -

ning pxocess' (4) set)forth the ‘program requirements in terms of the

general types of space required; (5) spe¢ify the program interrelation-

'ships of the'various spaces and the resulting locations thereof; and )

(6) degcribe the special architectural and engineéering criteria and the .

square footage allocations for the various spacés. ;\ )
¥al - -

$ SN

|

|

Site Location ' B . . . !
) |

»n

* The follpwing criteria were eatablished by the Laboratory Board .
of Directors in 1966. Each criterion is-followed by a deseription of ) . |
those features of the Les Alamitos site:that satisfy that criterion. = ‘

. S, {

SITE FEATURES '

. CRITERION , | , :
VY o . .- . . )
-1. Presence of instjtutions University of California L -
_ conducting eduycational . and California State: College .
. research i " Campus€s can easily be .
, .o - . R reached. ’
2. Available transportation _ ] San Diego, 605 and Garden -
+to concentrations of- ) Grove Freeways are immediately .
‘- subpepulations in the . : adjacent to site; Harbor,
Laboratory's regionm. ) Santa Ana and Long Beach®
, . - o Freeways are ‘very c}osen »
3] Soobonting industries. . Nearby hotel and reatahrant‘ ' ,
‘. T o ' facilities for visitors and v
. ) ' & "school personnel being - /
oo e ) trained A
£, Nearby libraries cpntain- . g University of Cafifornia and ‘
* 1ing sources of educational’ - california State COIIQE
regearch. .- - | . Campuses.w-—ww e
5. Sources for permanent, ® Urban area with large concentra- }
part-time,.and temporary ° tions of housing tracts and °
- Laboratory staff members, . _-apartment’ areas for ﬁil income

groups. ‘ . ‘ o/
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6.  Climate and ggcess to RN

. cultural and recreational
o -facilitias.

Sitéris .centrally located in °
flarge.urban area with .a semi-
tropical climate, beach is

. s , e very close, s T
7. Nearby housing for staff. ' Same as 5., =~
members and their families T -
at a reasonable cost. . . . .
’ o v .
8. Nearby student populations N Same as 5. , . |

representing various -socio- ’ .
economic and ethnic groupp, )
Free long term {#se of level .*

12 acre site granted to
Laboratory by OE. : sl
"‘ . o
Long Beach Santa Ana and

. Los Angeles Adrports
, . o reasonably close.

9, Suitable building site”
available at a cost acceptable
to federal officials.

fO. Near. an airport.

o
'

Planning;Principles‘ A ) ) e

The Laboratory facility will'be the first federally financed
building constructed exclusively for educational résearch and dévelop-
ment on a non-campus site. Since there were no direct precedents o
guide the planning, successful techniques utilized in other types of )
“construction had to be adapted for Laboratory use.: Consequently eight
principles were developed early in the planning stage to provide
guidance for the planning team in the performance of their various ',
fupctions:

'

The planning is to'be conducted on an "inside-out"
basis., -

to conduct :the Laboratory program as contrasted ,
with the fitting of Laboratoxy functions into an S
) already-designed building

- -t .
P} . .
- » .

2. & experienced team from seweral specialities will -

work with-the staff in the planning :~¢_ . ‘ B,
3. The planning process will proceed .on parallel paths '_ N
as opposed to a single linear path. : . S
%4. The move-in date must be as early as possible since C :' >
the Laboratory s suffering direct and indirect . .
costs each month that 'it remains iﬁ leaged quarters e
in four widely-scattered 1ocations. " . ’
-‘sc' v 4 ’ ‘
. =~ N . .
) 4 6 v ) e N .

In other words, the facility is' to be an N
< *  enclosure around the spaces identified as necessary

e




.
. . ¢
. L : ‘/ﬁ§:~\‘\\\
,

4
. L3
R 5. Office partitions must be movable to allow reconfig-
e uration for any future reorganizations or management
. requirements.
. 4 . § ” R S
° 6. Special purpose space &llocations will repain v
' ‘ constant for the forseeable future, and any future
o . expansion will be in office space.
* ,‘ s , . -
. 7. Production space will be-devoted to prototype
. ‘ .production, and large volume production will be - ‘ . .
I lcon%racted out, © . 7 2o
.. e PR . > ‘
m T 4
- _ 8. The Laboratory facility will be utilized solely =
. e for the Laboratory's educational research and ‘ o
- . development program. Thus ¢herg will be no use . 4
LT of ‘the facility and equipment by outside agencies, o .
. - e .
. Planning Participants , “gg
- '“'-if ' The planning team included six specialist groups. The first was
" the. ﬁaboratory 'staff whose role was to describe the program requirements
: to be reflected in the facility and equipment R .
< Nt .
' O ot The second member was the Center for Environmental'Structure of . -
Berkeley, Califgrnia. Thig firm acted as a-design consultant and .
. - .utilized formalized analyti¢ ‘techniques termed environmental pattern
- language to convert the Laboratory's program requirements to & form
. - amenable’ to design sqlutions. ,Each pattern is an if-then statement
T "with ar accqmpanying distussion.. The "if" is expressed in program
& . terms; the then" xpresses a solution in design terms. A discussion
. , ‘* « follows whicﬁistts.fprth the_program-design rationale together with
. i reference to any pertinentﬁnﬁsearch that supports the design solution.
- : An examR}e is . ‘ . T
' . e . . . . . C
’ . . an A - .
V IF:. there is a studio and control Foom in which TV and/or £ o - ‘ K
RS film prototypes are produced - .. . : X y )
\ co. N - . , ”~~ . R . .
THEN: 1. ¥ Walls surrounding the ‘studio and control room are .. )
’ opaque, admitting no natural light.. L .- .
2, Construction of these wallg are deaigned ‘to admit .. LT
no more than 5 decibels into the atea from outs*de ) . oo
' areas. : ) . :
o 4 , \/ . -
N . ' ’ 3, 4, ‘etC;‘ ” ‘ . . “"‘ ) R '
“ % . (,; 4 -
o’u‘ !
» - . " } %D . X L /%
/. :
Do . . )
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. . PROBLEM; Discussion ‘of the rationale andfsupporting resgarch support-,
: L ing the THEN solution statements. R

I

The design consultant prepared a’ 'complete set of. pattern statements for
) the special requirements of thekLaboratory after conferences with various
- . Laboratory staff members and review with the Laboratory management.

~

’ ]

' Tﬁe third team member was Alta California Systems, Inc. of Stanford,
* California. Alta prepared a set of facility specifications setting’ -
forth specialized architectural and engineering criteria based on:the o

media and other program requirements of the Laboratory after congulta-
tions with the Laboratory staff and the architects. Alta also assisted
‘in the equipment planning as discussed below.

The fourth member is an internationally- known firm of architects,
Skidmore, Owings and Merrill of Sarn Francisco, California. The Archi-
tects will prepare the drawings and specifications and will prov1de .
general superv131on of the project to insure compliance with thé
construction documents and applicable laws and regulations.

The fifth team member is the construction managef{ Turner Con-
struction” Company. This company handles over 500 million dollars of

.- - construction projects a year, 60% of which are as a.¢onstruction manager.

Under construction management, Turner is tetained as as agenf or

consultant of .the Laboratory tb provide construction expertise for the

architects while the “drawings and specifications are being prepared.

.- ., Such services will include investigations and consultation with the

: "architect regarding the ava11ability, suitability and cost of materials

and .equipment. They also will include the preparation of estimates of

the cost of alternate designs for the various elements of the project,

. . as requested by the architec ‘or Laboratory, and.the continuing review

" of drawings and specificatio s-from the standpopint of economy in,
construction. Upon completion of the désign, the- constiuction manager
will prepare an estimate of’ the cost of the project together with a . .
detailed schedule for constijuction. It will then*$golicit and receive
competitive bids from contéictors and material vendors for the various

’ portions of the work and mgke recommendations" for award~of contracts
‘by the Laboratory. Thus there will be several. general contracts between
the Laboratory and contradtors who would otherwisé be subcontractorsJ
. ‘to a general contractor. For an additional fee, the constructidn -
;f5:-~v—~l — manager could. enter into all snbcontracts and assume total responsibility
for the’ project under a single contract. negotiated with ‘the ‘Laboratpry.
During construction, Turner wiléigerform many of the services provided ,

’ by a.general -contractor; howev t will not perform any construction -
- work on the project, If- riSieg ‘by State agencies in California of the
! ’ plans and speciﬁications'had not been required, it would have been

. _ possible to construct the facility in phases, apd actual work could "
. ' have begun before the plans and specificatﬁons had ‘been completed
resultlng in an earlier move-in date.
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SR The.sixth member is the Federal Government, the funding agency.- AP .

- As such it is concerned with monitoring and. advisory funcg;ons to j LU -
insure compliafhce with the tefms of the grant - ‘ -

“ ‘“q-\ . > R -

d

- ) - ., AII“EEEE‘EEmberQ Aare experts. in their areas of specialization. *° .
. They will all inté:ag; ‘with each. other'at all stages of the planning i .
and construction as“Phe need for their specidlized .skills ari'ses. This ;

" team approach and the congtruction management process have’ many advan-

-tages over a linear p1anning and construction process followed bytmany - ’
. public agencies. -, . 8 ' . o .
‘ . . .o o - ff,%/ , ) -
. ' @ ‘ e [ S - v roe e (ﬁﬂr’ l' .

.General Allocation of Spaces Between Floors ) B
e

The facility will have two stories®with a gross area of 44 400 ,
- square feet.each. A 4,500 square foot landscaped ‘court w111 be located ]
ir the interior of the building. The first floor will cdntain all of ©
thezspecialized purpose spaces with the exception of the Library. It '
will also House those staff members of the Division of Resource Service
and Business Services who will.-be receiving many callers. In addition, |
. .the computer support staff will be housed on the first floor immedia tely .
adjscent to the Data Processing Area. Thus most'.visitors will be able

? ) to conduct their-business-on the first floor, and the second will be
' , devated exclusively to office, working and secretarial spaces dlong )
< . with the Library .. . | .
* % RN P .
. . .
i , .0f the gross total of 88,800 square feet in the facility, 65,000

" will be assignable resulting in a building efficiency of 74,25%.

<

n , . \7 &
- . | ) . ‘x
. . oud

»

- First Floor .
g < ¥
g " The first floor has sevef special purpose areas. totaling approxi- M/’
« mately\26 000 sqguare, feet and 8,600 square feet of office, secretarial -

\ and working spaces.. All Divisiom of Resouyrce Servi e’personnel will
be housed on the first floor in“order to be near the Reception,
Production areas~an& Conference -Areas.” Persdnnel Accounting, Purchasing

, and Building Management staff members will also occupy first floor i
* ‘offices to be accessib}e\to applicants for p8sitions and .to vendors and ¥
\ =~ the Receiving Area. . . M
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"'Research/Simulation 'Area'.' T '

zany standatd audio-visual format or it may be live or recorded television,

»

The first of the seven special :furpose areas on the ‘first floor
will be the Research/Simylation Area (Diagram I).. A,total of, . _
,060 square feet .will be subdivided “into a Student Reception Area of
1,020 square feet, Simulation Laboratory of 3 6%0 square feet and seven
Learning Labs-and a Caontrol Center totaling 2,020 .square feet, This
entire aréa‘will support research retated’ to ind1v1dual, small group, .
and large group instruction. Instructional’ and training'actiV1ties, e
as well as prototype and, component validatLon, will be.conducted in '
these spaces. Research participants wil] be brought to the Laboratory
by vehicle and will entjer and depart by way of the Stufent 'Reception
Area, At no time will they enter any Laboratory area other than the - i
Research/Simulation spaces. : - o Loy e A

Thie Learning Labs will be utilized for 1ndi>i§uals and small groups
of children. Access to the Control Core and the Student Reception Areas -
will be provided. One to three subjects will be able to, work in each ° '
cubicle. Within each cubicle, aural and visual stimuli will be available, .
controlled by the subject and/or the researcher. The stimuli may be in

Teletype términals will also be utilized so that subjects can interact C

with a computer located inside or outside the facility. - - P
. o . I ,

A Control Center, will be the core of the individual Learning Lab ) 50
cubicles, Apparatus for the display of aural and visual stimuli will . i
be housed in this area, Also it will be possible to have,display devices R
in th s control area producing actual displays in the cubicles. Observa-
tion df activities in the cubicles will be possible through use of . s
television monitors, and cameras will be controlled from the core area, 5
This will enable staff members to manipulate and,moniior the environment,
in several. cubicles at the same time. It will also allow coordination . \‘1
of simultaneous activities resulting in more efficient utilization of - ’ :
personnel and equipmént. The Control Center will be tied to the A-V ’
Control and Data Rroceifing areas by conduit.

N Y

The Simulation .Laboratory Area will be an open space for configura- N

-

_tion as progranm requirements dictate. To insure maximum flexibility, . I

no fixed-equiprent or furnishings will be- placed in this Area. - Access b
will be provided to the Student Reception Area, - Also students .

staff members in this space will have access; té media transmission from .
the A-V Control Area and data signals-from -the Computer Area.’ Provision
will be made:for the use of standard audio- visual'équipment, and class-

o E)

room equipment will be available.. Unde;floor duct netWorks for power ‘ *

-

and media signals will also be provided 5. T :

-
A« . R . R . -
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p 2 : The second of the seven special purpose areas oOn the first f&oor :
will be the Data, Procegsing Area (Dlagram 2). A ‘total of 2,800 ~ s’ .
. square feet will contain spaces for a Centxal Processor Facility, o

Teletype and CRT Terminals, Storage Area, and Work Area, The data
concentrator in the Central Processor Facility will be tied by telephone R
lines, to larger: computer centers: outside the Laboratory building :The’
terminals in the Teletype and CRT Terminal Areas will be tied by cable .
‘ to the central processor. 'Microfiche and audio information will be
: . directed to the Learni g Labs and Simulation Laboratory by- the central
processor, The Central Processor Facility will haVe raised flooring
. 4 .
The Terminal Areas»will ‘provide facilities for interaction with ..
-’y the data concentrator. Programmers will work: independently or in groups
of up to three persons with the teletype and CRT terminals. Keypunching,
sorting, batching and other preparatory operations will be conducted in
the Storage and Work Area. Also data in card, tape and disc form will -
be stored in this space. The area will have rdised flooring in orderle
- . to provide for possible increase of central processor equipment. ‘ “’
. ¢ LI - '.. A?‘ ' Lt R 0 .
. “ @ . ‘ . Y
‘Audio-Visual‘Production Area ' o .
vy ' ) o/"“‘
' ) The third specialized area on the first floor will be the Audio-
Visual Production Area of 2,670 square feet (Diagnam 3). This .
. L . will include an A-V Studio of 1,230 square feet, ‘Audio Production Studio
7 . -of 395 square’feet, A-V Control Rqom of 410 square feet and A-V Storage
. f~“o£ 235 square feet. These facilities will support the Laboratory program ’ -
+ .+ “pfimarily through the in-house development' of prototypical  software and’ , .
preparation of materials for the public information efforts, - » s
The 'A<V Production Studio will be used for .television prodpction
¢video tapeg), ‘motion picture production and still photography o RN
. "Attention will be given to.accoustical features.and locatidn away from
vibration and. noise producing areas such as mechanical rooms and print -
-.- stop: It ‘will also have ‘a‘raiged ceiling 2 .

» v"‘;\ » T H . .
G w The Audio Production Studio will serve as a recording area for. st
‘ . audio programming’supporting the development’ of instructionalsahd '
; trainipg systems and audfo instruction programs. It, yill be Iocated
near the A-V Production Studio so that it can also. serve as an’ -gnnounce
booth for film and television production. S "

s
y, ¢
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. - * The A-V Control Room will seri} the electronic control requirements
o of both the A-V Production Studio and the Audio Production Studio. This ©x

control.facility will also receive, process and distribute audio and
‘ visual signals throughout the Laboratory where remote capabilities are
* . necessary. In addition, to provide for higher utilization of equipment

and space, the technical audio operations of ‘duplicating, mixing and - .
editing will be conducted in this area. This will permit technical
petsonnel to schedule and carry out all technical audio activities in .
a central location. -

KJ . . o h .

~ Filnr Production, Area ., \ . ) Lo

The fourth specialized area on the first floor will be the Film
s Production/Area (Diagram 4). 717 sqdare feet will be devoted to a
Film Editing Office, Film Storage and Film PreView. Room.  These
facilities will support the production efforts in the area of motion .-
picture production. i . - & ‘

The Film Editing Area will provide space for planning,and seript

- productions as well as highly technical editing operations.: The'Film

o/ Storage area wild contain all equipment, supplies, and, film required for
motion. picture production activities. . , ‘ .

NN . The Film Preview Room will be used primarilytfor conferences regard-

) ing materials in thé editing stages. 'A back-up function may-be served

+ by this roonf for the Viewing of prototype projected materials for small .
groups (up to 19 people). Optical projection will be provided from \the
Projection Control Area agsociated with the Conference Room and d1scussed

\ below. A - ) A ) ' .

=

Production Support Area

The fifth- specialized area w111 be the Productron Support Area Q'; ’

(Diagram 5). 4 total of 5, 500 aquare feet will contain a Design ’ -
. Studio, Production Planning Office, Photo Lab, Print Shop, and Shipping
* and Receiving space, These areas will provide pfoduction support to .

all prog(::s of the Laboratory. ‘ .

o

-~ LI

i s I11 ration, copy-photography, drafting, and layoqtffor all

. ’ . hard-copy information generated in the Laboratory will be. produced in

5 : the Désign Studio of 1,260 square feet. . In addition, graphics required- .

° . . < For production of audio-visual sequences will be prepared here The .
Studio will be located reasonably close. to the Print Shop since most * Y 4

! ,of the materials produced will be processed in the latter location. . .

®
~ n
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A Photo Lab.of 400 square feet will handIe the,processing of black
and white film to-meet prototype requirements. Larger jobs will be .

processed outside the Laboratory'by private vendofs
TN

rar,
. E

the reproduction of’ prototypical copy. Estéblished:programs will be
printed by the Governmient Printing Office or its lotal Vendors. Activities
to be conducted in this area will inciude plate making, binding, collating,
reproduction bulk paper-cutting;: and ‘xeroxing. .. The entire space wiil
be treated for sound transmission control and sound absorption.g;Since
the "Print Shop ‘will receive.materials ' from the Design Studio and’ will
transfer materials to the Shipging and Receiving Area, the Tocation of
these three aréas will be as close as possible N 2
¥

A Shipping and’ Recexv1ng faci11ty of 1 640 square feet will - S
accomodate all materials produced in-house and that portion.of materials'’
.producedtout31de the Laboratory which are returited for repackaging and .
reshipping. Materialg in process and bulk stock will be stored here,
and the mailroom functjon will Be housed in this area. -There will be
a covered ramp at the exterior ‘entry which will serve as a loading dock
for mobile vans and .trdilers used for testing and mobile A-V produ&tion.
". ’ “ . ' - : I

N . .
v » . ‘ 4

! Shg P Area - . i " . , . . ‘
v The sixth specialized area on the first floor will%be a Shop Area

of 2,554 square feet (Biagram 6). It will contain'an Electrogic
Laboratory o} 270 square .fe 2, a Machine/Wood- Shop’ with storage of 820 .
,square feet; and a Materialy Assgmbly -and Eléctronic Test Area of 1,464
square feet, Personnel'assigned “to these facilities wili support the
Laboratory program through th& production of experimenta gparatus for;
use in’ instructional and other’ Systems. Maintenance sup pf A-V

\\\\equipment for ‘the. entite Laboratory will also be conductéd inythis

space . i ‘ . ,
N , : S A
\\ ‘ , . R
Conierence Facility’ . , . " o

* *

fhe seventh specvalized aréa on the first floor will be the ‘

sconferenke\irea totaling. 2,800 square feet {Diagram 7). It will

contain th¥ee divisible conference aréas and an additional 225 square

feet for pr ection and storage. It wall be uséd for meetingsvof the
* Board of e tors, Advisoty Council, “and large groups of school personnel.

attending ng sessions and training in the use of Laboratory products.

Other use wi11 h¥gstaff meetings, divigion level meetings, rehearsal

a

for video nd audio productions and ven@or product demonstrations: .

A Print Shop of 1,940 square feet wi11 be ut£1ized principally for Y




. . The use of‘-‘éound‘-gtteni;ga"ting partitions will permit similtaneous
- . uge of a number of different '?pace sizes pamely one group of 150  persons;
. - - two groups of ‘75 persons; or one group of 75 persons, and two groups.of

‘ 35 each. All furnishings will be moveable, and mqveable partitions will
permit immediate reconfiguration, . » L ;

“ b
Y.

. The -Projection Control Area will; be contiguous to the, Conférepée'_
Room, and will provide projection to either .of two "group, sizes
ac'cobding to partition arrangement. Projection may also be directed
' to'the Film Preview Room discussed above. All controls available in
. the Conference Room and Film Preview Area will be duplicated in the s
Projection Control Area. This will provide capacity for total presenta-
tion from the P:\:ojection Control Area to the Confefen"ce.a'nd Film Preview : ..

_ Areas. . " . 4
! . ‘o . v 7 . \ ' ) . . ’ ~
. ] ‘ . , :5 . N . . ’ ) . . ~ - ) o . .
T, - Reception and Display; Food Sexvice . A ,
< :, B -A‘Receptign and “Display Adea of 3,280 .square feet will Be located S :
© ., at-the front entrance on the first floor viewing the court yard: - ‘L ‘ ‘
, -Displays of Laboratory products will be jn this area as well as the -

‘ . -
- -

reéeptionist and switichboard operators.

, A Food Service}ac/ili'ty of 315 squage’ feét will be; equibped and
staffed by a State /Agency providing employment for the blind. Walk-

L4

C " through service o/I/s;andwi‘ches, canned fopds, cold drinks, etc.,' will

) , -+ be'provided. " / ) ‘ . o , ’ .
s y‘/, i - . * ' ) . ! K ] ) . ‘ . K
,t Second F106r ', ) ‘ ‘ o e . . - ! : ..“i' .
’i The second floor w111’ conta‘in the eighth spe'cia‘l purpose space, R "
T .a }ibrary of 3,200 square feet (Diagram 8). This floor will : ‘
' “. ' also have 28,140 square feet of office, working and secretarial space.

- - .

As  stated above, most visitors-will be accomodated on the first floor
* - leaving, the second floor relatively free of traffic of persons not on-,

. * "'_» the .Staf‘f’.‘v o ¢ , Mad . R i
. . ° e . . - : R ’
“ 1 1% ’ 1 ] ’ @ ol . . . i ’ :
» Librar ) - : Loy
e __,_X i s s 7 - . M ‘ . ”

-

-
\

TY. o Thé Libré}'y will be.used for staff reference purposes. "1t wille
. provide ;a_«pcessib!lity,té current professional literature, research data,

agd resoudrce fj.l:es. It will contain spacé for a Miin Librédry, ‘Library o -
PYocessing, Microform, IP’foduct Reference and 3-Reading Rooms, S F
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. Thewﬁain‘Library will cédtaid?:urrent periodicaLs i addition to , . ’
" e hard cover miterials. Therivw 11 Be a charge, desk and cata10g sysken,

. v The/Library Processing Areang‘ )prdvtde space for ordering, receiving,
. cataloging,.book‘repair, and supervision cf the library .complex.

) . . - 'The Michroform Area wi11 house the ERIC michrofihhe collection o :
+"  plus microfilnfed data, - Two reader[printer work. stations will be ) .
provided.'with direct access to microfilm starage fi;%s and supplies.

Likewise five reader work stations wfll be provided with access to ’

microfiche storage files. _

-
- * -

, I |
 The Product Reference.Afea is planned for storage of current . .
products .of the Laboratory and other relevant research groups, and
standardized test resource- fi1es.~ Also the Reading Rooms will :serve
|
|
|

a dual role as back- up,facilities for general Laboratory conference,
requirements ' o )

‘

2 L lE

. ‘ Office, Working and Secretarial Spaces -° -

, c ) S
: The staff offices will be configured into 1, 2, 3 and 4 man offices.
Secretaries will be in open bays adjoining the staff members to whom
" they are assigned. Open or working space is provided for eath set of
. offices within which staff members ‘can condyct noise-producing operations
-\ " that ‘would disturb their office-mates such is short conferences of a .
’ small group nature. 1In addition, work that is too voluminous for an ° -
office can be tonducted in ‘these areas. .o : -

. ' ”

General'Criteria-for Office Assignments, Parking

b - “ 8 ‘ One-man offices will be occupied principally by Management and
. . MPS staff, When desired, there personnel will have their telephone
‘ answered by a secretary via a call director.) All secretaries will be '

in open’ bays. Junior professional staff will share offices with other

N Junior professional staff members. Graduate Assqciates and interns .
- \ wi11 be assigned desks in open work ,areas. ‘ ) T
o T - ) Approximately 400 parking spacjs will be provided on an adjoini g .
: ) 4-acre, one-level parking lot.” No attempt will be made to gssign spaces
: to individuals. Riture expansion can be accomodated by.building a ‘ ¢

P parking- structure if necessary.




. Allocation of Office Space'Among‘Divisions ‘

‘

'

The allocation of offices among Divisions will be made on the
,basis of a five-year vrojected personnel distribution (See Table 1).
The location within the bu11ding of each Division is based on the need
to be accessible to special purpose space dr the personnel of another
Division (Diagrams 9 and 10). It is planned'to assign Management °

Support the followiag spaces on the second floor.

-

-

1 - 200 square foot office (Laboratory-Dixector)

. \
oy . \ R

A . ) P

5 150 square foot offices ‘

N
s

expansion)

-
4

work space (250 - 300 square feet)
% .

N
'

secretarial.spaces (350 - 700*square feet)

following spaces. ’ -

’_1 < 150 square foot offices - . . _' .;
L 2 - 120 square foot offices ‘ ) ’a
4 - 100 square f;ogaoffices -
1l - wetk space (250 - 300 square-feet)
2 - secretarial work spaces 1350 and,760 Equare feet)

k¢l

"
-

. ' Product Design, will be located On the second floor between Manage-.,
ment Support and Produét ‘Development and near the Library.

[

¥

/.

. 1 - 150 square foot conference room (Laboratqry Director) /

v

/

additional offices (200 square feet and 150 square feet for ,

<

The Division

Head will be centrdlly located within the Division's space in an office
of 150 square feet. ,12 MPS will occupy individual one-man offices of
120-150 square feet each.’ 36 junior professional staff will occupy 13
2-3 man offices of 110-150 square feet each.. Although'junior profes-
sional staff are assigned ‘to an MPS ih charge of: 4n activity at an
approximateé ‘ratio of 3 to .l, grouping in offices need not be by activity
11 secretaries will occupy 3 secretarial spaces of -500-600 square feet

each: 2 technicians and 7 interns or graduate associates will have desks

in 3 open work space areas of 400- 450 square feet each._

-




: accomplishment has involved thevsync

\ % e . P - . .
e e T T,
. . .- N Z AN . .
co Ly A a\';“‘ g o, RREIPI o, / Rt
n -~ d o N 4
4 » r\""w \(,:l ¢ <

s I Producyf%eQeﬁopment will, -occupy “the spa betwWeen Producg Design

Lo E “and Product In;egratiOh-on the seconﬂ floor. Division Head will "be

R éssigned an ‘office of 150° sSquare feet. centrally located Wwithin the

<o Division s, spacg. 20 MPS "will be: agsigned to. scattered individual :
coer ’dhe-man offices of’ 20 150, équare feet, and 65 junior proféssional staff
Aam T " ito’ 20, 243-4 man offices of "110-180 " square feet each, 22 secretaries will
. (’ occupy?& bpen space areag oi,450 700 square "feet in groups of 5-6 scattered
»+ 7 ‘throyg hout™ the Development\a931gned area, -Two technicians and seven
IV exrig andgg!agyate associates qill work in 3 open work space areas -of

- : 3

4  B50e o0 jpauare feet each. . ,5 \ , .

/ I3

Ay

» N ".'. {
3 T Product Intqgration will Hé:assigned the space between Product"

RS AL pevelopnbnb and Management Support on the second floor (32 offices) and

adjacent to the Data Processing’Area on the first floor (1l offiges).
. a.  The Division Head will ‘have an office of 150 square. feet, centrally
Co. e lpcated withid the Division's space on the second floor, ¢ 16 MPS will
' - ~,occupy, scattened one-man offices within the assigned spdce on the second
+~ , ,floor and 2 on  the first floor of 110-120 square feet each. 62.junior
professional staff will be in 24 scattéred -2-3-4 man offices of 100-180
. square feet each.. 23 secretaries, 10 technicians and 7 interns and
° . graduate associates will work in 11 open space areas scattered through-
v out areas on both floors. .
Resource Service will occupy a total of 26 office Spaces, 3 work
areas and 3 secretarial spaces. The Division Head will -have an office
- of 180 square feet wjith direct access to the Conference Area and liaison_
staff membérs.. His office and those of Liaison Services will bé: designed
with particular esthetic appeal in that these areas often provide the
only SWRL contact for outside visitors. The: MPS responsibile for liaisomn
activities will have a 150 square fopt office’with access to the Division
4 Head's office. ,All Resource Service personnel will be housed in 19
of fices on' the first floor and in 6 on the second floor near the Library.
uipment . ‘ ..
- 0 ‘ v L. ~ - N s ’
Alta California Systems Inc. acted as.consultant in preparing an

° 4 | acquisition apd implementation.schedule for all equipment items and

. systems afterlanalyzing the Laboratory's program requirements and

2 y facility. A carefylly. sequenced schedule-will be utilized and will

- include. the requirements for technical personnel and a schedule for their
utilization. ' This. schédule will include timing requirements for training
or recruitment of these personnel ’ ,

’ 1 - .. NG N f .
L ¢ g- . . ' N .

N + Summary /' l T
h In brief, the new Laboratory facility will reflect the Laboratory's-
program requirements. The equipment will be compatible with the facility,

and the facility will contain the nece sary architectural and engineering
. characteristics to accomodate the staff and equipment. ‘This planning

/
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_ Working Paper 2

PREPARATION'AND KEVIEW OF APPLICATION FOR CONSTRUCTION OF' AN’

”‘"YDUCATIONAL RESEARCH AND DEVELOPMENT LABORATORY (TN 1-75-~03)

v“

-

William Hu Hein, -Jr.

Authorizing‘hegislationi_ySOE Guidelines

The Educational Research Facilities program was\a\construction

..

“

program authorized under the Cooperative Research Act of 1954 (P.L. 83-531),
as amended by Title IV of the Elementary and Secondary Education Act of

1965 (P.L.89-10). The Act vested in the U. S. Commissioner of Education
) the“authority‘to make grants to a university, college, or appropriate o

. 1. K . ] ] - t
public or nonprofit private agency whenever he found that the purpose of

——

———
e

the Act could best be‘achiéved.thrqugh the construction of a facility

for research and . that such .facility would be of particular ‘“1ue to~the-\

r

Nation or region as a national or regional résource for research or ~

related purposes. The Act also provided that such aSsistance could be ..

provided to a combination’bf educational institutions such as “SWRL. S
_ The USOE issued guidelines, dated November 1967, entitled Guidelines

and Applications Pfocedures for the Educational Research Facilities Program.

.

s

Under Section II of these Guide{ines, the construction funds were to be

utilized primarily to house those programmatic research and related

[4

activities financed by the Office of Education. Section III provided that l\,‘

A

the Office of Education would issue invitafions to submit applications , -

B

for constructfbn grants only to qualified Regional Educational Laboratories

and Universities with Research and Development Centers. In order to be

he e b

) qualifi‘d& the institution's program must have been reviewed by the USOE

stafﬁ and a panel of external consultants and a recommendation’ made that

an invitation‘be‘issued. ‘ A \ Ly

&




¢ e 2t aUnder the Guidelin'es, the progrannnatic research and related

o ’ R SN

SoE activ:Lties financed by.the Office of Education were termed "invited
) | ~program(s) ; Educatioanal researc'h and relat:ed' acti\;ities, other than
. - the mv}itdd program(83 to be ’housed in the fac‘il’ity,'were termed e
- ” - addition;l program(s) " "Other programs" were thoée proéranis to be.

housed, partly or wholly in the total facility but were not involved
R I PO .
primarily T sofeiy in ed’uca'tional research. Construction costs’ were ~

r

) to be pror ted in th\e application amon'g :'1nvited," "additional " and '

—— "other" prlograms accord!.’Lg ~to the @ercentage of- assignable area in the
Cor o totaj. facility each was "to utiliz.e.. The space‘for the invited program(s)

g o ofor .a Regienal Educatioqal Laboratory coulfl ber funded for~100 Jpercent ,

. : of the cost. CoL ’ . ' f . . R
. ( . * . % ! ‘ . s

Y

‘" . Where it was desirable for a Laboratqry or Qenter to be housed in .

"a facility which contributed to the support oF otter resear,ch and | .+ I.
{

I | development activities in educati?n faci],ities f

r such "additionzl
- program(s)" could be funded on a matdhing_haqis in a manner negoti

oo betweeh the Office of Education and he institution. No portion of ‘the

s b, facili]ty costs assignable to "bther rogram(s)" cou],@ be funded*by
‘ "

" ’ const ction funds. . %:[nce the’ SWRL rogram was totall
e S educaoiqnal R&D fundedvby the Office of Educarion, it grant application
\ ‘ v provided only @/construction Qf space for an "invited program. ., -
b : | : L - o
'\ - \ = “ '.3”.. e T Program Review L o
' ' : -+ I‘ " d

. ) \ . The USOE Gui:delines provided that the Office of Education would issue

. \, an. invitation te apply for’ congtruct:[on funds to an organization only

\,‘. .a:‘ - ¢ ' * -, . .T . . " . , L o \ ‘-
. /\ ) « . ‘L N ., . ‘@
NGO e |

2’0 ’ o rl' L4 “ v
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" y {. ’. >
f

*ther a tthSﬁgh pragram review designed to_ascertain that it met the
, .
following general conditions. ,
) ¥

The p ogram ‘of the applicapt related clearly to and served 2

‘1. major national or regional educational research neeg, and ‘f
,22 The program of attivitiea effectively c;;ttibuted ‘to the _ ‘ . !
, fsolu ion- of educational® problems and showed promise of © 115
. continuing’ to contribute to the solution of guch proﬁlems . N
- over. eitéhdgd period of time:~ Yo ;o ;';~:
Qore particularly; an invitatiou to spbmit ap application was!to be . . T g 5-
extended Only after the past and %nojected program of the prospectivef T;‘ . s
?f applicant had[beentthoroughly teviewed with ﬁéspec to guch factots~1 - ~ )
s - | .~ - 1[,’ o, e o _ = ‘
A 1. m;sglan,‘focus, and objeati;ea of the prqgraqé, ' ) . .. :.\'j
'i 2, quality and balance of p%aéram activities; = ) X . i . ‘ﬁ
: ?3. ‘ldng-fange aa\well as.shortjgaage plans; _h : _;k'_ ? “ | ~ ‘7
14 | 4. 'program'ﬁanagaaent and d%velopﬁént palicies and procedures} ., {
| S« oréanizational or governﬁental stracture; and ° o " ¥ E
6. Personnél. Cov ‘\ | . e ‘
By the time that the prpgram review of”’ SWRL 'as'cgnddctea"”hora specifit . L'a'
criteria had been prepared by the USOE staff and Advigory Council . t A |
/ . ‘
(Attachment 1). o « . S ‘\ s \/\ V
* . " The Guidelines further' ovided that following a favorable x 7 .
’ rgéommendation by tFe program review team, ‘'an iuvitatigm to app%?'for ? \y
construction funds WOuld be issued upon a finding, by U OE and-its ; .
\\.\ j ;

, j visibility of tHe activity;

' - - \ - ) 4/‘
d‘ . . . S 28 . /




- f’

. ‘ < ‘ .
. . ‘L " Grant Application " t

-T2, provide specialized and adaptable space for research ‘
activities which would otherwise be difficult or impossible
for the prospective applicant to acquire through other o
channels; and

3. actively promote'the'interdisciplinary and {fnterdepartmental

. support of the programmatic effort. .
] v . .

Y B <

Following authorization to submit an application for a construction

{

grant under the above ‘Guidelines, by the SWRJ Board of Directors

(Attachment 2), a prospectus was prepared for the proéram review
(Attachment 3). . A team of USOE staff and consultantq then made & site

4 . ,;’ '
visit to the SWRL program. Their'unanﬁnous‘recomqendation was that SWRL

] :
. be granted a five.yegrécontpact and extended an invitation.to submit an
‘ i . Vo

'application for a opnstructionhgrant (Attachment 4). .

. o N

ey, T . - T
S S, o N .
Criteria for “Evaluation . S . /
~ I L) r ' )

{'

The criteria utilized in evaluating‘applications foﬁ construftion - ot

4

'grants were found in several places. As stated above, gection é(b) of

i

\

.

S

KNation or a region thereof as a national or regional resource for

S ” |
N
{

"y

the Cooperhtive Research Act émpoﬁere% the Commission r ‘of Education to cr

et
make a grant for construction uppn a finding that the purposes of the Y

¢

Act could best be achieved through the constrdotion of a facility for

. e .

research, and that such facility would be of particular value to the

S " Yo

. "‘ ‘ »
v + AR -
research or related purposes. - | »
i i

Section 151 7 of the’Regulations providedfthat in addition to

\L_‘

whetever other criteria might be specified with regard té®a particular

N ,
"‘ ’ Yy ’ )

. 1

| ‘- .

b I T T

[. " N S

| ' -~

-

k‘

L 4

A
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»

program or project, all applications would be evaluated on the basis
of the following criteria:
A

A.. the soundness~of program or,project plan;
B. the likelihood of securing productive results;
¢
C. the adequacy of resources to. conduct the _proposed program or
project; and o } N
D. the relationship of the proposed program or project to other
. sindlar programs or projects already completed or- in’ progress

.
. . .
.
- R - N

Section VII—A of USOE}s Guidelines contained a set of broadly-

! .
stated criteria which1could be used, at the discretion of'the U. S. Office

of Education panel, tf devFlop more specific and somewhat more’ technidal( o ' ;
. criteria, Applications wére to be evaluated on the basis of the degree f i A

- oo ] ] A
to which the proposéJ facili : R | . T ?\( ¢ i .

Lo "L contributed positively to the erpoées, stabiligy, and X
S T visibility df tHe activity, ro- N \ voe

R

2. provided spicialized ‘and adaptablé spa e which wpuld otherwise
have been difffcait or impossible for ! the applic nt to acquirel Lo
.thfough. oth%/,channels, SRR ‘ _‘ - by

. 3. .reflected currént and projectedxprogram activitibs of the

| applicant; b . . L

promoted the interdisciplinary ind interdekartme tal support ‘ “., Lo b

- of educational T search and development, and . . ’

, R
- including 'providing the necessary sépport activities,| - L o
,V i,e., computer back-up, clerfical and research as?ista t ‘ o

\;&v 5. met the specializ d requirements of the individual P ogram NI o
|
l Ca
ﬁ - personnel, ete. , ) L o N

The criteria that were utilized bv the USOE team that evaluated the =~ 0
/ . . " . . . i '
SWRL’application were in'the form-%f the following ques mons o 3

1. Are the programs and activities proposed to b housed in the s
. facility consistent with earlier presentationg and projections, . .
- readonable 1in terms of updated staffing and budget projections, ' -
D A , and adeduately described for purposes of assessing space- and 3 = :
. o . equipment requirements? : . RS '
- . N L4 . 'Y » 23 ~ - “»1 . N

-
4 ’ .

| Y




R . . *

-

2. Are-the program and activity specifications for both space and
: equ;pment clear, consistent, meaningful and reasonable?

3.4 JAre special ‘environmental requirements adequately identified’
< andgmeaningfully related to specified :program needs? Are
unusual requirements 80 identified and justified?

2
.-

&, ‘Does the proposed location of the facility promote the )
convergence of interdisciplinaiy or interorganizational support
of the programmatic efforts? et

" s

W€

S. Have considerations of ecpnomy, been adequately incorporated into-

the total facility projec 2 Are.cost estimates reasonabte?
Please note: , "

|

. oot

e design efficiency :
e type of construction i , T .
o , :

, cost per sjuare fOo}

: . f S .
Requireménts of USQE Guidelines'for Contents |

_area, square footage of assignablefspaoe, amount of grant request, and

e

e

“ ’
.. The USOE Guidelines contained requirements as to the -contents of |

S i [N
B ‘- / 5 o

tHe grant application.« It was mandatory that the a%plication set forth

l 4 N

,the total cost, gross ‘area, estimat%d cost per square foot of gross_

t “, ‘ LY

-+ |
‘ L]

amount of loc:

e housed estimated costs and proposed sources of funds was

)

program”to
ided. Further informatioh that was_ to be furnished included

: ‘ | !
five-year projectiOns of budgft and\personnel requiremehts, documentation
! ? ¢

of’ the relatiomship of,prograE needs and space requirements, equipment l
8

T
to be pro

to be housed schematic desi

’ . - . . A -
. and estimated construction schedulé.\ ’ .

Dl
-
v P

‘. The’ schematic design was to include a plqt plan and prelimi ry
. . t

‘sketches, The plot plah or site plan was to show the lpcation and '4‘

.
- (r' s
o, u P i ! \\
v

- % I » N
- vy
& ‘ N . .
o ot
1 N » ™ s o

24

| . ‘
participatioAJ In'addition’ information as to‘the -

, simple speci/ications, tonstruction budget




’ . of ‘this review, final|d

. on a non-campus site.’ @erefore, before submission of the ap\plication,

/l
periﬁieter of the proposed site and indicate specifically the limits of

the site improvement work. - It was to sh

LY

of utility. servigée lines, access roads and par

~
*

topography, buildings, location -

_areas. .
The preliminary sketches were to consist of plans and elevationg
views of the building. Flop'r plans were to be drawn roughly to scale
and show the layout, labeled or coded to indicate the category of room

or space. The simple specifications were to indicate proposed types and

quality of building materials. . . \\ %

These preliminary sketches and simple specifications were rédquired

»
for tentative approval of the application. Before fi al approVal would

be given,  the grant applicant was to submit preliminary ﬂrawings of the

proposed facility. These drawings were to pr?sent the same information |

| P,
to scale." Detailed qQutline spec%.figations were alsp to ie submitted [f i i

ion terials I"'

o |
as required for the preliminary sketches but ﬁere to be. drawn "precisely / }

\indicating ‘the exact type, brand and quality of construc

' %e USOE Offioe of Construction/ Bervice was té then conduFt a review to ‘

f <™y .
}determine wheoler the proposed fa\cilit:y met "the demandin.g requirement 4

of being struc.turally and. architecturally sound, aesthet!#ally pleasing, i
and yet, not extravag nJ' in design or use of materials.” l Updn completion

[cision on the applid_at';ion was to be, made. e
I

? \ . e
Contents of /SWRL Applj, aLion !

[}

The SWRL liaborat?ry was to Be the first: facility totally dedicatedb

to educational research Tnd development in the Nation to be constructed

4

| 2
. A ) 3 2 \/ ) .
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e

-

. of building). The participants at this meeting were able to reach

B
"~

' ident :

USOE program and operations staff members and SWRL staff met with USOE

~*

construction officials and agreed on a format for the application that
met the requirements above: of law, regulations and guidelines, was within 1 \ .
SWRL's capability to prepare with the financial resources it had available;

and provided sufficient data to permit % reasonable anu‘responsible : s
review by Federal program and construction officials and their:consultants.

The Federal representatives emphasizéd thht\the contenﬁs of the application

Yould have to satisfy the requirements of four distinct 'audiences." f

ese parties were the Bureau of the Budget f(costs and efficiency ratio), f
¢ .
staff (relationship of spaces to approved program); HEW ~
b}
construction officgkis‘(technical construction features); and the SWRL

architect (functional specifications that were to be met in the design

sufficient[agreement_to specify the tabl% off contents to be used in thef ,
. | : f L o
SWRL appli?!cajtion‘ (Attachment 5). I ’ ’ P j

,!
The most informative feature of the!SWRL application was g summary ﬂ

] . o

of "all identifiable spaces in the proposed facility (Attachment 6) f

‘together with references to tif "patterns" (functional-specifications).
- L I\ .
’ \
.discussed below and spacelrequirement forms that affected such spaces

| 3 " .
I(see examptles in Attachment-7). The size of each space and .the number

» v

fof employeés_to be housedftherein were specified. )

form§ set, forth the acougtical, audio visual, c fni ation, built-in

furnitrre, e/uipment, electrical, heating snd ventila _ng, health and.

+

The number of

N

/
safety d structural requirements for each space
1

spaces was listed on the form. ;




LA

‘The relationships among the spaces were shown bj schematics
(Attschmeﬁt’8)a These relationships had been systemstically developed
through the.use o% "bpobles" and "cartoons",in the planningiprocess with

/’///pe/architects (Attachment 9) and the development o% the ' patterns
discussed belowbwith a consultant. The activities that were to be

conducted in the special purpose spaces were described in the application,

and outline specifications were included (Attachment 10).

* "Patterns" /

;SWRL's functional requirements for the facility were incluged in the

7

g -
application in the form of “patterns." \An environmental patterd is an
abst;act solution to a distinct design p oblem. Each pattern provided a
o -
solution to a problem which could be communicated to any person ! .

interested'in the construction project. The pa s provided the structure’

@&:

in éhich the SWRL(staff could presen; thefr ideas, knaﬁle;ge and experience |
I ~ ’ ,

in suoh‘a way that they could be trans ated/into/;/;nysical solution by | [

" ' ' : [
the architects. Once a patte was;fo$mulated, the architects were

]
abie to evaluate the thoughts of the SWRL staff in terms of the physicaﬁ

cular ideas were incorporated into

sol\7 ions that would r\e.sult if the part

3

the design Ff the facility

Ll

N LN
' ) LA consultant was retained ta develop the 4§tterns. The| consultant
%
revieved literature in psychology, education, architecture ahd school

-

. l :
planning fo* solutions to design problems. The consultant also interviewed \

.
\

. SWRL staff and management in order to develop patterns for their requirart

e % . ‘ < SP:N

N

mentsi(Attachment 11). In additionm, all material in the custody of the

4

.

[
!
]

————
-4
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f

/” design solution 4n”a diagr*

. architect regulting from planning efforts conducted before the

o«

. . .
consultants wrs examined and expressed in pattern language. C.

haid '

\

¢
32

The cons ltant s final prbduct was a report containing over eighty

patterns that ere included as'a part of the SWRL application

-

(Attachment 12). Each pattern was in the form'of an if-then statement with
N

/

an agcompanyin discussiOn (Attachment 13) The "1if" was expressed

)
‘ -

in program termji the "then" expressed a solution in dehign terms.
Relevant evidence of past research description of SWRB requirements,

and the consultaTt s field observations were a part of each pattern.

4 -
Clear statements discussing the pros and cons of varioUS design

7 »
- A v A

alternatives were presented as well as a drawing that‘fommunicated the
atic form. , R ;

.

An additional benefit arising from use of this procedure resulted

efficients way for SWRL staff to participate

from : a finding that the mos’
cilit} was to submit ‘theirfwrittem xeactions

in the pla ng §§ the, new
{

to the patterns prepared by’the consultants in .the fo of suggested
‘changes and additions to~suchi§?téerns (Attachment l4b. Theistaff also

-

submitted additional patterhs for features that they felt should be
- o - f&

incorporated into Ithe building (AttaChnen;:lS). Thus staff participated

fy Lo " . N
actively in the planning pjocess in a most efficient manner and Without
the nechsity for thdir expending efforts in preparing drawings to
illustrate their suggestioms. i o . \

3 -‘: ) \V

: a
Once the schematic plans that were to be included in Epe‘grant\

Y v i \

application were completef, the architectd were requested “tp déscribe

S =
U,
+
.~

i
(B 1}

and evaluate the work of the consultant that prepared the "patterns"
5 * ¢ p
: 4 |

.

.

—
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3

AN

|

\

\

and the extent to which it would be poseihle’;d?incorporate the © ., ¢ .
‘( 0 M

features in the fAnal facility desig’//httachment/}6).\ In addition,

' .
"
:.v
‘
. .y
!

ct Officer was, /

the consultants wvere requested ‘to review the sch

I

prepared by the architect and describe the extjn to which the patt

" had been incorporated\gAttachment l7) The Pr

/

of coPrse, interested in documentdng the extent/tO'which the requifements

II

tic drawings

=

\ of the applicant wvere reflected in the patterns (Attachment 18)

‘ f - 8 '
k) S ' \ N s
- ' AN [N
ReVieW N <~ A ;" S ' ﬁ
& { N P

N

-

application for completenees and accuracy.

[

s’

A 'panel of;ﬁSOE ftaff,
/

&
. program consultants, and 'facility coneultants then reviewed the

application, conducted a sité visit and prbvided recommendations

f regarding the facility application (Attachment 19)
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USOE s Researcb

Commis ion r o Education whd made the fi 41 decisio
7

Advisory Council reviewed the applicaﬂion and the site visit t
na .

report and&teca#éendatio and made\§ recommendétion for appro

LY

y

.

/

i

é
'The procedure set forth in the USOE - Guidelines 'was fol owed inb

reviewing the application. ghe JSOE research staff first r viewed the

eam's*

val to

rﬂ(Attachmen 209
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.its grant application, including arch:l./éectural and eng{neering, services

/ K
in applica7‘1£e guides published by State profes?opal societies, -

Working P_per '3

/. N € <

CONTRACTING IN FEDERALLY- SUPPORTED R&D% CONST UCTION PROJECTS (TN 1-75 -02)

,Rohert L. Christen erf an W1lliam H. Hein, r. f:’ " ,r//

[}
’

/
GRANT PROVISIONS
: ’

SWRL l!ducational esg]arch\and Development received a,:g'rant‘to‘ / /
'de\sign, c‘onstruct, and' eq) i\i the .fi;sffa i,ality;in,the .:Nation totally g 4
dedhw educational. &D‘.and located f)n a non:-campue sgite’™\ The “"
/gco e of work in the grant required’ SWRL J}:o per orm, work and h X

services nece\ry for’ the construction of the facility described in o

\

~

for the development of ﬁflans, drawings, studies and Sps cifications.
\

The grant hudget contained a&{ne item for architkc ral fees. The /*‘;5 *

2

grant also pnovid

\
\

‘was to be under con

ract with the grantee, such contract\was\ to be \
\ |

submitted to the Grant Offlicer for/approval The use of "Standard |

F%’m of Agreemeht between Owner ﬁanﬁ Architecé" _(aTA Document\333l)
-w"..

s suggested. e fee was to be/ negotiated as a lump sum wdich was

!

[
|

9

10t to exceed the: prevailing fed for comparable rvices as ﬁpicted |
0

. i \

The gr t further provided that in additi n to- the termp and \ o
COnditions\ f AIA Document B33l ‘the a ch tect s agr%ement waT to *\ )
provide for ‘ssurances of design comp a’me with all tatuto ‘ an \

{& . - L.
regulatory r uirements nd give the architect/engine r autho ity to e ‘

- q < \ ~—~ o o ‘
rej ct work which- did not conform to’\the contract do en\ts. - oreover, *

/ e

‘the contract was to require the architect/engineer toiperf’orwspecified' .

duties including the preparation of as-built dr ggo“ submission “f'*

. -
o 3. '

-

h3




, W
calculations regarding structural response of the buil g whEn% L/

P: estimates upon completion of eadh phase of planning. And finallY the
‘9

. grant., i N

"and responsible bidder. This requirement could be satisfiejﬁby :

obtaining three\or more bids or: by public advertising. Prior’to/plaging,/’—.

\ , . N\ - \
_the req réd information\Rontain d thenein. Certain flow-down
were o be ncluded in ‘the construqtion\eontracts w&@h respect to \\

’ \
anti;~ ckbac N equal opportunity, wage rates, and working conditions.

: O N
L
ARCEITECT - \
le tion.

© . Mbthod of Se

N qualified fimm for the parci ula

3 ) . .
‘3 5‘ - " .

¢

subjected to earthquake; assuring that the heating, ve ilat'i‘ng, nd
E |

conditioning system is berformed by%a specialist' and éubmitting cosf
.\; 3 \ “

péyment schedule for the architect 8 agreement was set forth in the

. , ‘
- . “ '

P

.r
O
N e <
< AN

The grant required that all constructioh contracts were.to be

awarded’ on the basisgof competitive bidding to the lowest reSponsive .
~

\ 4

an award:for a contractibthe grantee was t@ submit the/gompl
s , \ A r s

procurement\file\to the\Grants Officer for review and concurrence wit

'o\ieiot\s ) : .

-

——

J ATTT— \

Y

\ &S

//// The rantee was to be responsible for on-site supervision and com%:iance .

h alL applicable laws. A full—time ;esident ingpector was to b

) -

, . . \
{rovided. : " .. . . .
: S, ‘ .

4 - v

chitectural services areé. considered’ ' l
pro!&bsidna} in nature, erefore eompetitive bidding is not. required

/ L}

‘ an. afchﬁ@ebt’s agreement. This -

N

as a. prerequisiﬁh’to ente g .ig
\“‘\ & ‘. %
-t

permits“a—gran;eeitowp criteriaffor*selection of*the best

>

, _
e oﬂ project. In kWRL's éase,

one of the project s oals was st new construction techniques in
‘h ) e \r +
\ 0 ’ ~ % 3. i 4
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federally-supported construction projects, The criteria, therefore;
included the requirements that/ the arghitect be experienced in the

use’ of construction-management agdpfast-tracking techniques and in ~
At . r

~

federally—supported construction projects; Additional criteria were =—

o
”

experience in R&D facilityfdesign and a documented history of
. 'y A - . 4 @
designing facilities that were constructed within budgeted amounts and
- on schedule. : ’ C

» Certainly the Government construction organizatio - g\l 'FRCA,
‘which has reSponsibility\\gr monitoring the technical aspects of the
grant, should be consulted in the selection of an architecturaleirm
that has \pe formed satisfactorily in the past on federally-supported
projects ] e type to be.undertaken.’ And since the Government
ants Offic r will ‘have final approval of the contract with t e\

itectur h firm-to be retained it is good practice to have the

orgaqization‘ ike FECA, that will be providing him with technical

“advice cooperate-in the selection proceks from the outset.

PR

The amount of the architect! s fee may be a consideration in

selectiﬂg the*particular firm to be xetained - However, it should not

<

be controlling. Any differences in fees are likely to be small when

&

compared with the considerable savings that can be realized by selecting
a well-qualified architect for the particular type of project. Savings
can, however, be effected by selecting the architect early enough for

consulting services during the plénning of the project (before gra

. | L
R award). After grant -award; a credit .can, be negotiated onj the rch fect'

f
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agreement for any conspltaticn performed during planning that otherwise

I

standard architect's agreement

would have been performeb under
|

\ n
Form of the Agreement. As stated above,, it was suggesteé in the

4

grant that th¢ agreement for architectugal serGices be in the form of

'
L

nt 21) with
~N
HOWEVer, since it was decide

he additiOnal clauses required

r\he standard ATA B331 (Atthchme

by the grant.

\ N
us, the relatjonships and responsibilities o the constrhct on mangger \

n@ as well as\the architect'

\
res nsibi%it es with regard to itemh such as\'o

\'

ar\\describ d in\the archi;ect s agreeme

agencies and evaluation of contractors. This eff ctively eliminated

sunderstandings that might have arisen 1ater concerning rg:?insibiiity
8 were not to.be \

construction management project the Governm t's‘Project )

A

Officer u doubtedly\

which the grantee will have to resolve to ob
\
\

?er (Attachmentx23)

will® have questions concerning the agreement sdbstance

the f%quired{approval

)

‘\
|
B]‘ t tO
revailing fee for comparable services as depic ed in

)
*\P ‘
:applicable guides published by State professiOnal societies. lAn ac&eptable

L]

the Grants bffi

f o
;‘

excéed t

[

Fee. The grant provided that the arc

i

h{lect 's fee wa
|
A0

|

N

 'method of éstablishing»suchm : is through the use of compensation curves

4
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for a particular State, developedahy\associitions sucﬁ as the American

4

Institute of Architecture (Attachment 24). Using this technique, the fee:

is determined by the estimated construction cost and the class or type

L)

of facility ‘being constructed. Although easy to apply, thisxmethod .

v 4 ‘

ié Iimiged to establishing “the" minimum basic fee. Provision must be \

?
made in the fingl fixed fee to compensate the architect for {ll services

required to complete the project. This will, of di§¥§h, include th

additional servic\s\required to accommodate construction management

% A . . \ .

v and fast-gracking. ';or example, in construction management th '
architect Yill be'reqdiredwto review and eﬁaluate bids from n rousﬁ
construction contractors from the various trades as ontrasted ‘ith 5 5

bids from relafively few general contractors in a conkentional eonstrucT
tion project: On the other hand, less on-site inspection may be required
- under constryctiog management’than in'the conventional project because
: of:the unique role of the construction manager: This would tend\to

)

reduce the agphitect 8 costs and consequently his fee. Thei?oint to

£

remember s that all of the unique factors of the panticular Qroject .

must be considered before _executing the architect 8 agreement to avoid
&, X
problems duriqg and following completion of the project., < ..

“
Reporting Relationships.w The normal—reporting relationship, as

e TR S o © e .

—

, set forth in almost'all architdgt's agreeﬂents;*is solely to the owner.
HoweVer,-where the. project ‘is financéd by ’deral grant, the reporti

. LI
relationship will include Federal Construction Officidls. Thus, the

’ -

Government will require that the architect's agreement incorporate by

reference the grant terms, which in turn require approval of .the

e e
. ] . -
\ »:‘): :'1 41.
®
. ’ g
. ’ .
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b

architect's work by Federal officials and'specif}ed progress reports.
: | ) ~
.In a Federally-funded project, therefore, the grantee should establish \g

| . . )

a formal worki relationship:‘as early as‘possible, among the .

'
Government repr sentatives, architect, and grantee. F%equent design
v 13 . o

i ° ! + Yy
review meetings”shbuld be held with the three parties,in attendance. \’j

| - ¢

The ardhitect's‘progress can be reviewed, and changes desired by the

\ 9

grantee and/or Government can be incorppratgd intq the plans and \

¥

\ \ :
siecificat at the earliest possible time. This, in turm, will
lessen the robability that the arcﬁitect will have to re-do w0rk because

of changes that could have been/bpecifie\\earlier. Any change has the

<

potential t0'add signiﬁicantly to the esign and construction costs

-

and should be made as early inithe design stage ae possible. It should

+ ‘be noﬁei)that some~changes will result in design services in\addition
to those provided for under the agreement and will entitle the architect
A}
to extra compensation under the term$ of the contract.

»

. In a construction management project, the architect's agreement

“should require the architect to make periodic on-site obsérvations of

-

-

with the plans- and spécifications. In performing these services, the

architect should q@operate with the construction nanager who has the
: . & .

direct responsibility to the grantee for inspedtion of the work for

A:

*compliance with the plans and specifications It is good practice,

“
! P - ~

\3 therefofé”“tofﬁave the gpchitect 8 sgreement provide that the

ey v

architect has reviewed the~construction manager's cont@hcﬂ ‘and'will
. . N
coordinate his s&fvices with the constructioh manager. This cooperation

N : N ) Y ' ’ -

. i r3 ' - N
the general quality and progﬁess of the construction work for.conformance\;\pﬂ\
. ‘ - ~ .
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‘ © .
o . . R
is one of the principal advantages of a construction management project.
In a éonventibnal projeéct the general contractor represents his own
- " - N
: financial interests and those of. his subcontractor;\ip all relations
/éith the architect and owner. construction management the construc

N ‘ 7

, in relations with the varioug contractors and is not financially fogcfed

——— e

e / e ~

if work has to be re-done by guch contractors to conform to the contract
N k)

documents. .
Even if not‘teqﬁired by grant, the architect should be required fo
, : —

' .issue periodic progress reports to the grantee similar to A;taghment 25,
This_gill’help e;suré that potentiél hesign and‘construction problems
are properl} communicated, especially those that migﬁt have a financiél

' impact on the project. Such reports can be forwarded to the Govermment's:

\ représeptafivgs‘as ; practicél way of keeping thém informed of progress

on the project. . .
OIt is, of boufse, extremely importqn; for allicontractors whd
"~wii;‘§g*ggffqgmipg work on the project to be Eﬁ?wle&géable of the

. respective authority and relationships among the»gmgntee,'aréhitect,

nstruction manager and Federal Government insofar as:ﬁhej hight affect

“

cQ contractors. Ordinarily, these ielationship% are set:forth.i; the :

1 Conditiéns\which are Jdncorporated. into eaéh‘conséructidh !
- N \ -

contrac ’ T
' - ' ? ﬂ\.. . _.’: : \‘o.- vl '
AGER . SN "%\i‘ T .a:,z o
. - ) i' ~ . . Y
. Method of Seleéction. As stated above, the granf/fequires that - ;2
- . B
" .. all contracts for construttion be awarded on the basfs of competitive =
&% gt '!,': . "x
- - f L . ‘y”'?' ' : ? '
. . ; 7
) © ‘ 37 \ AR - ,,
: ‘ ' ‘ ‘ S ) .
o =

>\Q ' tion manager represents the grantee-dwner, together with thg\arEhitect, \ .
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bidding’to the lowest responsible and responsivelbidder. It is, hlvever,

Services to be.performed as construction manéger'

<

e Fee 3

e

¢ possible -to select a general contractor as constructigq manager, without
competitive bidding, sg/long as such firm performs no construction work
\ / \
* RO on‘the project. The étthod thatfproved to be effective on the SWRL
< } X
’ project was for the construption\manager to be selecged by\a committee
: |
, comprised of the grantee, a Gove;¥ment construction agenéy representative,
" and the architect. Each of these parties suggested one or more firms
. " that were experienced in construction management, fast-tracking, and
Federally—supported construction. Interested firms were then’invited
to submit information setting forth their qualifications for the R .
particular project. The proposals should contain the following'informa—‘
tion as the minimum which is required for evaluation in selecting the
successful firm. )
e History - p/incipals of firm, annual dollar volume, construction
ﬁinagement projects, other projects. :
e Organization - organization chart, key personnel and their
/ responsibilities. \ . hd
e Method of operation -~ chronological description of operations
from time of contract award through completion and
- officers or organizational units assigned responsibility
for performance. .
. e Scheduling and control of.pfogress - procedures that will be
- ~ - ng used to insure that construcélon schédules are met.
, .
o CoBt control and accounting - procedures that will be followed 0
to keep the project within budgeted amounts., )
“ » , . \\ \:.\\‘f\
- e JFormer clients and references
e /Prior work experience with the Federal Government, grantee-owner
and the architect T ‘
% K N * | [
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¥ \ .
During the planning stage, the construction manager should work
- s v T \ ’ . . '
5 . closely with the architeé; on such matters as budget estimates, cost
. = . - : o~
2 studies of alternate designs, coséa of materials, construction planning,

4 .
~ L el

and field surveys of local conditions. Therefore, the success.or failure

of a construction management-project is heavily dependent on the type

! v

of{working relationship that develops between the construction manager , \

1

aJd the architect. And while the grantee-owner.need not delegate.

I -

authority to the architect to make the final deciéion as to the .

8 . selection of the construction manager, any well-founded reservations ' q N

by th%fithitect about a particular firm must be given considerable

‘ T, . N :
C weight. T .
P /// Fee. %ﬁéﬁcoﬁstruction manager's fee is geﬁera@ly\determined by
, : y
applying.a percentage, e.g., 3 1/2%, to the final construction cost

é/timate. This becomes his fixed fee and does not change even though

.
]

//the actudl construction costs vary within specified limits.~ If the
construction manager takes the additional risk of contractually

guaranteéing that the total cost of construction will not exceed a

ﬁ - -
:T\\L\; ~ certain amount, his fee probably will have to be adjusted higher. Such
-i.\ ‘\r*“\ e ~ — \ . * :
£ - . contractuai-provision is properly known as a '"bust out" c¢lause and is
‘» ,} i beéEEIﬁgﬁiore'populax>in construction m&nagement. In deciding whether

to incorporate such a provision, the grantee-owner may have to rely
&

heavily on the advice of the Federal officials-and the architect.

‘. Certainly, it is Qﬁ advisable feature when the grant fundq‘ane limited,

¢ * . . . -




- Y

¢

and no other funds would-be available in the event o%‘an overrun in

© I'd R .
; ) * ! <

construction costs. - i

/ 0y .

» In addition to tﬂe fixed fee, the contract with the conétruction

~

~y_

quanager will provide for reimbursement of\ggpenses for persons assigned ¥
to the prbqe:t~subject to a stated maximum amount. This would include

the field sﬁperintendent, project engineer and accounting staff. In
. ~

[

addition, the contract will»pznzide_fgrﬁreimburseﬁent of such, expenses

-

as travel expenses and long distance calls. The effect,:then, s’ that

the cpnstruction manager is compensated on a cost for 'designated items
* »

s
3

” .

and, within stated limits plus a fixed fee.

Form of Agreement. The form of the agreement depends, of course,

« «on the relationship of the construction ﬁanager,té the grantee—owner,

architectk and funding agency. Generally, the agreement provides that

.
AR A ,

the construction manager atts on the project as an agent acting on behalf

-

of the grantee. In such situationg, contractd’ with contractors for ¢ o

'

the various construétion trades are entered into by the construction
. | - -
manager on behalf of the grantee.

-

The scope of services to be provided by the co&%&ruotion manager

will depena on the Ci;;;é of respoasibilities with the architect. For

-

example, all duties relating to cost estimating, preparation of bid

documents, solicitfavion of bids, etc., may be assigned to the construction

¥

. manager ‘with the \rchitect acting in an, advisory capacity. In a con—

ventional construcﬂion project, the architect-might be responsible for

“

¥ all of these funcéions since only general contractoza would be involved.
. ;
However, in construction managementxnumerous general contracts are entered

‘ ,t. 4/6 ¢ s
o /40_ _ -

5 ¢
,

“n

‘/'

4
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-

into with contractors who would be subcontractors to the/éingle general
i ) ,

-

' contractor in the,K conventional project. Thus, the constéuction manager
J

]

¢ [
is more familiar with ﬁuch contracts and can assume the gesponsibility

r

in a coﬁéi;ﬁifién-nanaggggnt project.
The"ag§eement with the construction q#nager used on the SQﬁL ‘ )
project is.shown in Attachment %ﬁ. This agreement can be examined in
conjunctigﬁ;wiph the architect's agreement used on the project )
QExthit B) and the general conditions of the construction contracts
(Exhibit K) to gain a more complete understanding as tOAhowvthe duties

of these threefparties interrelate but do not overlap.

- Reporting Relationships. Under the contract used on the SWRL
t 2 . ’ : i
project,’ the construction manager w%s responsible to the grantee for

all matters relating-to construction. In fulfilling this responsibility,
A v
the construction manager performed the typical function of a general

tractor, in supervising, coordinating, and scheduling the work of
\ k]

those “eontractors that would be\subcontractors on a conventional project.
. L

¢ *
This included scheduling of the <lead time for the various trades, '
preparing change orders, arbitra%}ng disputes among trades, accepting

or rejecting finished work, etc. On the SWRL project, the construction

manager's superintendent also acted as'an inspector for the state

,agéncy having jurisdiétion for earthquake and safety standards

for, educational facility construction (Field Act). »

| s




\\\\“icwest responsive and résponsible bidder.
5 \

e

" on the SWRL project is shown in-Attachment 27. ~

. plumbing, etc.

R requirements are met. y

CONSTRUCTION CONTRACTORS

/ Method of Selection.

AN

-
Under the grant, all contracts for construction

were'required to be awarfed on the basis of competitive bidding to the
The req rement for competitive
bidding could be satisfied by obtaining three or

N “a
advertising. On the SWRL project, the constructi

e bids or by public

manager obtained
- PEEY .
competitive bids from a minimum of three pre~gualjfied bidders for the
In adhition;'public advertisements
!

were placed because of “the requirements of State law for publie works by
v .

various portions 5f=the project.

State agencies such as SWRL.: When pre;qualification is ésed the criteria
must, of course, be fair and free from pertiality. A contractor's 7

Y . .
ability to obtain the necessary bid and contract bonds is prima facie

evidence that he is qﬁalified on the grounds of financial and technical

capability. Unless, therefore, there is strong evidence to the contrary, -

his bid should be accepted and considered for award so long as other
% . e

An advertised request for bids must be placedxin a legally-adjudicated

R

newspaper. The ad must not oyly contain instructions to\the bidders but

-must also contain the prevailing wage rates for the various trades which .

N i

will be utilized on the proﬁect. A portion oﬂ.the advertisement utilized

Following the receipt gnd the opening of bids as- set forth' in the
invitation, the construction manager on the SWRL project made an analysis
i ",» A . -

of the bids received for each category of work, €., étruct&ral steel,

His recommendations and the bidding documents were then

LN o
L . -

~n

=



' / . .
) / reviewed by the architect ami- a Goversment representative. Once their

concurrence was obtained, an approval letter (Attachment 28) was signed by

/ tge grantee authorizing the construction manager to execute a contract

-

with the successful bidder. The Grants Officer had approved this pro- -
cedure. His@pecific approval, however, was required in any instance where
the recommendation was for award to other than the low bidder.

[ ¥ .
Ve '
) Form of Agreement. Under a construction management arrangement, the

general cqntractors\are those that would-be subcontractors to the general

contractol‘on\EQconventional project. Therefore, if the construction

manager is a general contractor, the simplest arrangement is to modify b

his usual form of subcontract to reflect the comstruction manager relation-

T
1
l

1

ship and any Federal requ[rements for the various general contracts.

! Reporting Relationships. The contract used on the SWRL project is

set-forth in Attachment 29. The General Conditions which were incorporated

L]

into this contract by reference are found in Attachment 30. These General
Conditions set forth the relationships among the participants on the

project as well as the procedures to be foliowag\by the general contractors

’
£

in their relationships with such participants.

OTHER CONSULTANTS

Method of Selection. In a large scale’ construction project, there

will be a need for various types of professional services. Included g;e >

surveyors, materials testers, appraisers, soil analysts, etc. Generally,
the firms providing these types of services are selected on the-basis of

their professional reputations. The architect can probably recommend

several firms in each category to the grantee since he works with them on




- I’ ‘ : i : N K} ’
/ ~ ‘ ,j T B . 2

+
various proje&ts continuously. The Government representative may also

e be able to recommend firms that have performed satisfactorily on
\ @ sl - \
Government projects in the past. \
\ \
The terms of the Grant will determfne what types of pprovals will o——

o -

be necessary before a consultant can be retained. In some| instances,

" the grantee alone will be able to make the selection, whilé\in others
- . L)
concurrence from the Govermment wili be necessary. -

F;¥@ nf Agreement. An, agreemént for professional services typical

. of those usded on the SWRL project is set forth in Attachment 31, Other

similar agre lents entered into were tailored to reflect the particular

" type of services ‘xegured. ~ -
. 4 :

Fees. The fee £y the type of services being acquired will be

" determined primarily by-the prevailing rate for similar services within

the local commun{ty of the p ject. The architect may be able to

provide some assistance to the grantee-owner in ensuring that the rate;
A
specified are reasonable for the services to be provided.
. ' LN

Reporting Relationship. ’Consultant agreements are ordinarily Y

between the grantee-owher and the consultant. It is advisable for the,
1 ! \ ’ -
. grantee to designate in writing the representatives authorized to act
[ .
for it under the agreement. This will enhance communication flow and '
little, if any, control WillQE:\jOSt. ;
[\ v
‘/‘ L]
2
i e ’ ' R .
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'ms)r-m@cﬁ‘mc FEDERAILY-SUPPORTED CONSTRUCTION OF EDUCATIONAL [RESEARCH
DEVELOPMENT FACILITIES (TN 1-72-04) :

~

William H. Hein, Jr. - :
) . P

" — -~ ‘
Fast-Tracking and Construction Management Generally

Stated most simp}y7-fasf-ttacking is a set of procedures that permits

the various activities involved in the planning, design and construction
of & facility to proceed or multiple parallel paths as contrasted with
« LY 3
ﬁ technique is becoming more common in’both the
public and‘pfivaﬁe sector, but before the SWRL project, it had not been . _
used in federally-supportéd construction of educational research and

a single linear path. ' The -

' development facilities. - -

, g . :
Construction management is ay important facet of fast-tracking. \

Under such an arrangement a construttion manager (preferably a licensed
general contractor) is retained in a consulting capacity by the owmer as
early as possible in the planning and design stage of the facility. The
construction manager consults with both the architect and owner through
planning, design and construction. ' Among other-things, he advises on '
costs of various design alternativespgo that this infétEEEton\ig\;Zailable
well in advance of the bidding stage which time changes in- plans and
specifications are expensive and time consuming. During construction, he
may enter into construction contracts as agent .of the owner with firms
that_otherwise would be subcontractors to a general contractor. Thus, the

project.may have up to fifty general contracts with various trades and
subtrades with the construction process being managed by-the construction

manager ‘as the’owner's agent. The advantages of fast-tracking are immeasur-

ably increased if it is bossible to award contracts and start construction
in phases as the plans and specifications for.each phase are completed.

Laboratory's Selection by FECA to Use Fast-Tracking and Conatruction
Management . ’

The Laboratory received its construction grant on*June 30, 1970.
The grant's conditions were those usually contained in one contemplating a
singular linear path for planning through.design and construction. The
experience of four other institutions that received construction grants *
with similar provisions one year prior to the Laboratory's strongly
indicated that probable move-in would be minimally three:or four years
away., Since. SWRL was incurring costs of $100,QGD to $150,000 in operations
funds' for each month of design and constructiom (rentals in four locations,
construction cost inflation, program inefficiencies, etc.), it was clear

¢

that appreciable savings of publfc funds‘would resylt if the three to four
year period could be shortened. !

/

S,
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At the August 1970 meeting of the Board of Directors, Mr. Gerrit
Fremouw, Director of Facilities Engineering and ConstructiBn, made a .
preseﬁtatiq\\descrlblng the advantages of fast-tracking and construction
management. “He also expressed FECA's willingness to, cooperate with the /
- A Laboxatory in using these advanced techniques in an expe iment to ascer-
— tain the extent of savings in costs that could be: realized. The Board
of Directors agreed and the staff was directed to cooperate with FECA
in this effort. \\

o . SWRL's project had several fpatﬁreﬁxthat made it ideal for the
. experiment FECA wished to conduct. First, the Laboratory was the last

of seven institutions to receive iits grant. 1In fact four, including two
in Califormia, received grants a year before SWRL. Thus,” the base rate
provided by these institutlons coristituted a convenient means of evaluating -
the more modern techniques,’ Second, the FECA West Coast Offices are
recognizéd as among the best,“if‘not the best, and most forward thinking
in the Country. Third, the Laboratory had engaged an outstanding firm 0
of architects with experience in fast-tracking and co ction management.
Fourth, there were outstanding construction firms ski%%%gfaﬁdféxpegiepced

, in construction management in Southern California. Fifth, SWRL's facility,

[ is the only off-campus facility to be constructed solely for educational

research and development. Thus, the anticipated success of the new

techniques would be _even more apparent since there were no precedents

upon which to draw for the planning, design, and construction. In-:

addition, the high visibility of the new' Laboratory for external audiences

| would help publicize the cost savings resulting from fast-tracking in

: educational facility plamning, design, and comstruction. Sixth,-SWRL is
well-recognized for its efforts in documenting and refining the "how-~to~
do-it" aspects of research and development in the interests of developing
a technology that can be replicated by other institutions wishing to engage

. in similar efforts. The SWRL mission could without difficulty accomodate
/ /’ riew procedures in facility construction (e.g. see Hein and Schutz T™™-1-71-3).
& s

AN

Advantages of Modern Techniques

? A SWRL's experience with fast-trackiﬂg and construction management has
) conclusively demonstrated their value in planning, design and construction
of educational research and development facilities. Using these modern
techniques; the Laboratory will move into its new facility well in advance
of all six of the other institutions that have received grants. In’
addition, the project is being completed two months ahead of the originat

‘construction schedule, making a total savings in time of between 14 to 18 .
"months. The resulting cost savings in the Laboratory's operations funds
N . are between $1,500,000 and $2,000,000, Moreover, the total design and

constrqction costs were well under the grant award,

/ " +  Advantages in addition to time savings accrued through fast-tracking

o result from the fact that the construction manager is not in an adversary
position to the owner and architect. 1In other words, he directly represents
the owner as a consultant, not as.general contractor represeénting a host

46




i construction costs within buliget. The situation for the.owner is not
. improved by the fact that .a general contragtor usually receiveés a designat-
ed ‘percentage of each extra on a change order as an extra fee.
S

: . * * '\ .
{ of subcontractors. Since the savings accrued through this relationship o
are more subtle, they warrant consideration in further detail. <

/ An admipistrator with experience on projects where the general
contractor has a findncial interést in change orders increasing the cost
of construction.cannot help but be favorably disp&sed toward a situation _
where the construction manager carries the burden of negotiations with -
subcontractors over the necessity and cost of changg orders, This can
¢ be contrasted with the usual arrangement with a general contractor. In
. disputes arguipg qhether certain work is included in the plans and ,
/ specifications, a general contractor frequently adopts the positien that
the Controversy is between his subcontractors and the owner and he, as
general contractor, is a neutral bystander. The owner, then, receives
no .expert help from 'such a general contractor "in~attempting. to keep

| Another advantage of construction management; that is part;cularly

" important to administrators with experience in dealing with general
contractors who are "low bid" isXthe owner's ability to select the
construction manager from a pre-selected list of highly qualified general
contractors. In many instances, reputable general contractors will not
submit a competitive bid on public work because less qualified competitors .
will bid below the legitimate cost of the job and be awarded the general . b
contract under the requirements of the law. They will then attempt to,
make the necessary profit by cutting corners on the project, escalating
the costs of change orders and forcing subcontrdctors to accept subcontracts
below the amounts bid by various illegal tactics termed.'bid shopping".

" Needless to say the process is repeated by the subcontrattors with the ' .
second-tier subcontractors. The ‘owner is then faced with a constructio&
project in which unhappy. subcontractors are forced to find cheaper ways
of performing their part of the work in order to avoid finahcial loss. |
This type of general contractor is not sufficiently concerned with build- P
ing a reputation for efficiency and good performance to be of much help
to the ownér in maintaining. construction schedules essential for program.

° On the otheér hand, a construction manager is dependent for future business
solely on his performance 'since construction management contracts wilk be
‘awarded to the firm with the best record.in managing construction. The
myth that a general contractor who is low bid in open: competition is
necessarily the most efficient contractor and will bring the job in for .
the least real costs has long since been dispelled among more experienced . '
construction administrators. . ‘

.
-

: Several other advantages result from the fact.that a construction
manager works with the, architect on the plans and specifications .from an,
early stage of design. This makes cost information available to the owner
and architect on a periodic basis so that design alternatives can be

| ’evaluated on cost 'data’during design rather than after receipt of bids. o «
- " Moreover, upon completion of the working drawings andkagicifications, the
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firm that will manage the project has 'L ailed knowledge of the plans :
g . and specifications. This will help elimnffate those mistakes in bidding ,
that would be made by a general contragtor hurriedly orking with plans s
. and specifications that he is seeing £ rgthe first time. Moreover,
suggéstions from a contractor's point ﬁ view have been made and incorpor-
ated into the plans and specificationsxﬁhroughout design of the facility.
And finally, the construction manager, based on hisjknowledge of thé plans: -

! and specifications, can be of conside ﬁble help in pre-qualifying tK ;
: } ; contractors who are sufficiently skill d and experifnced in performing
RN the various cortracts for portions of the work.
———— ~t

f

Decision Flow‘ln'F&sfféskeking;and Construction Management

The cost savings realized in the SWRﬁ projeé were effected in

spite of rather than facilitated by the condition of the grant award, »
It is absolutely. essential on: future projects to ork out an efficient s
and workable flow of decisions among the owmer, £ nding agency, architect, .

: and construction manager in order for fast-track to accomplish the A

maximum savings possible. The following recommendations are based on

SWRL's experience in working within a grant framework designed for a.

flow of decisions to be made on a singular, linear path. In such an. ’ 8
arrangement there is insufficient regard for the serious cost conse- '
quences that are caused by delays’in the entire project while waiting

for reviews and decisions on relatively routine matters. ,\ .

?
In designing the decision fle, the following principles must be
. kept in mind by all parties. - / Y
1 _‘“‘ L) ’ -
1. Any unwarranted delays in arrivipg at a decision can . .
directly reduce the cost savings achievable in fast- 7
tracking where the completion date is directly or

indirectly delayed, g . : ‘ Y

be viewed as'a complete and single system. Thus, delays
in decisions on.one part inevita ly affect and can delay
- the entire project. This can be termed recognition of
* "gystem integrity" by all par{ies, In’other words, the
total project cannot be diyided into many subparts and
, managed as if each subpart\were an_independent project.
. example of extremely poor practiceé is the dfvidingv—f
* of the total cost of the project into arbitrary
"gudget lines" and pretendihg that each is a totally
independent item without consequences for the total
_ project." The cost benefits of the modern techniques
. can be completely lost if any party looks on the project
as a series of several independent ones reflected in '»-
several budget lines. ' Moreover, the fact that there are
up to fifty general contracts. raises the nightmarish
: 4 prospect ‘of 600 points (50 contracts X 12 budget .lines) .
¢ at which decisions-can be postponed, thus deIaYing the
entire project with conoequential loss of puolic funds. v

.
v
- R

2. All parties must realize that tha entire project ﬂhst '.

r

]
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.. 3, In identifying the decisions to be made and bpecifying
’ " the parties to make sueh de&i&ions, the tendency to o
assign responsibility without commensurate decision- . .
making authority must be avoided. Unfortundtely, many N
w < well- intentiqned government representatives are inclined
to retain critical cont}:ols and decision-making authori'ty
< . while assigning total responsibility for the consequences

. of their decisions to the grantee. Such a practice | -
simply is not tolerable in fast-tracking since an administrator ., «
wit_haout‘ responsibility for the success pf @ project will N
be far more concerned with avoiding minor ministerial T

mistakes than in insuring the financial succegs of the -
project by promoting progress in accordance with _schedule.
This #n turn will paralyze progress and escalate costs. )
An agency representative retaining decision-making o ’ o
authority without ‘responsibility also fends to require

an--ovetkfll of .data to be submitted «for his consideration

v in making'decisiorns. <. . ) -

A\

4, he projelct budget should contain a minimum of budget
ines, The emphasis must be on total cost of the project

rather than on the cost of individual buydget lines.

Specifying a multitude of budget lines together with .
maximum amotnts that can be, exceeded only with specified, >
approvals from remote parties may provide: the basis for X .

__bureaucratic mental ‘gymnastics, but at the same time it !
insures dramatic cost escalation resulting from time o

. ) delays - ) . /

5, All' decision points designated together with the'
mechanics specified for obtaining approvals should
permit progress to continue on the entire project ‘
while the decision is being made., This can be easily S~
accomplished if the suggestions set forth below with i
regard to decision flow are adopted. ) g

6. All parties must be sufficientliv responsive to addi- ' BN

tional costs and savings being generated as a - ¥ -

consequence of the particular construction grant. b
X ) For example, SWRL was incurring costs in operations .
. . funds of $100,000 to $150,000 directly attributible to .
its facility status for each month it could not move
into the new facility, Thus, delays in decisions that )
AR \delayed completion of the project would have caused .
. appreciable loss of public funds. . .
o - ‘

. .
' . - v
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It .should be realized that a general contracﬂﬁr has a . \
. 'great deal of latitude in" the iniernat management of
i a’construction project. A constructi nager must
have comparable latitude. The decision” flow for .
. constructior management dﬁauld, therefovre, ‘avoid a . .. /-
tendency to treat the fifty or so general contracts B
as fifty separate projects to be '"controlled and : _ L8
managed" by representatives o£=£he finding agency . v

8. The decision-making authority of the funding agency : .
.must be assigned to persons who are trained and "
+ experienced 4n design and conétrucﬁion and who are in.

day-to-day contact with .the. project.’
requires the amassing of an undte amount of information

Te do otherwise

Q

merely to bring a remote decision-maker up ‘to date. w P .
Moreover, if he understands little. about- design and . L T
construction the task is immeasurably compIic!ted. . | “

RECOMMENDED f)ECISION FLOW

With the above eight principles in mind,.a workable deeision-flow .o

is set forth below.
Ny

@

Activity ™.

1.” Fﬁnctionai

specifications .

2. Total budget
costs AN

3. Selection of
construction<

manager

4. Plans and .
specifications

5. Preaniification Construction

:of subcontrac-
tors

I « ’

Preparatioh_
of Information .

-~
[}

Revieéw and

Recommendation

for Approval

’

Ky
°

.
«

Owner, archi-.-
. tect, consul=~
tants to owner'

‘Owner, archi-’
tect, consul-
tants to owner

=

owner and
architect

Architects !

>

< -

manager

tside consul-.
tants (program .
oriented) ‘

Funding agency

. staff. (architec~
‘tural design and,
construétion

, - oriented) °

Owner and
architect e

Architect
1 \ /
<

Final Approval-i o
" Funding agency ‘

.<'Funding agency' .

‘Funding agency’

Funding agency f
."staff (program - ﬁ

oriéﬁtéd?'

P ©

staff (construc-
tion cost oriented)

T .

\\ .
. t @

DR
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”

staff (construc-
tion oriented) , : -

staff (architee- [ .
turally oriented) "

Owner (conitrained L
by’ total budget

coqts)




. L Review and C e
Preparation . Recommendation : "
"Activity of Information ._for Approval Final Approval .
T 6. Awards of con-, Construction | Funding agency  Owner,
- a7 tracts after manager (construction -
.. ) competitive é '_ oriented) con- . ’ -
‘ ' bidding . L tracts officer
‘ . -7 . ’ . _(for complisnce: : :
- N . R with grant) = . ) o
' ) O .
fo te 7. Progress pay- Construction Axcﬁitect 4+  Owner . L
. ments to° _ manager ’ r . - ’ o
* contractors . 2 o .
. 8, Change orderg ~ Construction - Architect and  Owner B
" (within scope manager . funding -agency T 1 .
) of project)’ © L (construction LV . . N R
y ) orientéd) e .
. 9. Change orders Construction Architect fund- Furding agency E ,
' (outside scope manager - ing agency (con= ' (program oriented) -
, .» of project) '+ . struction . ol
I . , oriented)and <. ‘
1 v Y owner J;
10. Acceptance of Construction Architect, fund- “Owner -
- ‘contractors' manager ing agency (Con- °
work and release S . struction '
of retentions * ' oriented) *
. ‘ 11. Jop audit Construction Fundipg agency ° Granting authority
‘ : manager and (coristruction SR
. architect oriented) ,
This decision flow incorporates all of the principles set forth above.
Most importantly' it assigns decision-making authérity to those parties
] who are responsible for the success of the respective activities., The . .
‘ project manager in the funding agency acts principally as a coordinator '
or expeditor of activities by other personsp§;th specialized knowledge
B in the required areas. His main activity would be to keep the project .
B running by obtaining necessary federal approvals in the most expeditious '
- manner., CoL, N . |
P ’ B ) ) ‘
n m ¢ C ' R T . N '
LI . - 4 L R . f
. L The SWRL fast-track project has been extremely successful in spite .
. of the existence of a decision flow' that was designed for a linear type
of planning, design, and comstruction process. Considerable savings of $

public funds haye been realized bécatise of the foresight of HEW-FECA in

N 2
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_ seeing the possibilities of the more advanced techniques in construction
" of educational research and -development facilities. The Laboratory's,

a¥chitect and. construction manager and.the West Coast FECA personnel
deponstrated great patience anhd cooperation in meeting together periodi-
cally through the design stage to resolve potential problems before they
became incorporated into the plans and" specifications. The Cdlifornia

OAC checked -and processed the plans and specifications in about one-fourth
of the time desired in the interests of validating these modern techniques.
The project officer and grants officer, although burdened with a decision
flow mechanism designed for other purposes and consequently inappropriate
for the SWRL project did all in their ability to insure cohtinued progress
throughout the project. Without the contribution-of any of.the above,

SWRL could not have moved .into its new facility until, 12 to 18 months
after the actual move-in date. The savings in public fundSvresulting

from these persons' efforts will result in direct cost benefits to the
taxpayer. They will also result in better instructional _products reach-
ing the nation's classrooms ‘earlier than would have been possible under

the traditional methods of consﬁructing educational facilities.

—
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BUDGETING IN FEDERALLY-SUPPORTED CONSTRUCTION MANAGEMENT PRO$ECTS (TN 1-72-06) "

~

William H. Hein, Jr. . -

s

* ©

Need for Modified Procedures by Grantee and Funding Agency

- -1t is helpful to first understand the discussion of construction
management as used in a fast-traék situation in TN-1-72-4, Fast-Tracking
Federally-Supported Construction of Educational Research and Development
Facilities, February 18, 1972, before reading this document. As explained
in that paper, construction management is essential -for fast-tracking to
be effective. The preparation and interpretation of the construction
budget must recognize the unique characteristics of construction manage-.
ment. The pd}pose of this paper is to clarify these budgeting matters.

l
‘
|
%
|
4
|
1
i

The chief source of confusion for persons'aécustomed to budgeting
for general contract construction can be avoided by recognizing the
following key distinction of construction management. If the contract
with the construction manager does not stipulate that he guarantees” a
maximum construction cost total, the documentation of construction costs
. will be received by the grantee in the form of a written estimate prepared
by the construction manager. The grantee, then, has an additional respon-
sibility to verify this estimate in lieu of the total specified in a
+ general contract. The verified estimate, will, in turn, be used by the
funding agency to prepare the line-item budget.

This fundamental difference between construction management and
general contract is well understood by persons experienced in construc-
tion budget preparation. However, persons without adequate knowledge of
construction management have been known to disregard the verified estimate
of the construction manager in -favor of a line-item budget based solely
on the total of the unanalyzed low bids received for various portions of
the work. Such a budget has no validity under either construction
management or general contract. In construction management it leads to
the totally erroneous inference that there are %Eost overruns" when in

fact the project's cost is considerably below the true budget total.
An actual case of such faulty inference is cited. in Attachment A.

Estimating Total Constrdétion Costs; Documentétién from General Contractor

A construction manager and a general contractor follow the same basic
procedures in preparing their estimates of the total costs of construction
projects. Following the receipt of bids from other contractors for portions
of the work, both parties utilize their specialized knowledge of construc-
tioh practices to identify those costs not included in the bids of the
other contractors. There are several reasons why all costs are not included

y in‘the bids received.« First, specific exceptions are often' made by bidders
Tn their bids to certain of the work included in the plans and specifications.

>
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_,,Secoﬁd&,thefe‘ e further exceptions implied by the practices of the ~

ad

trade that apg/ .well recognized by persons efigaged in the construction
industry. E érﬂiekgeriencedfgehezal contractor is Well aware that it
will be som¢ time after opening of ‘geieral bids before he can complete
his analysis and‘ﬁégogiate accurate, written sﬁBcoﬁtraqfs vith all of
the subcontractors., ‘In other words, he camnot ascertaip for sometime
after theopening of the genéral bids, each specific item for which he .
will be contracting'outgide the listed subcontracts. A great many sub
bids aré frequently teceived by a general contractor by telephone only
.a few minutes before the bid opening, and he has insufficient time for
the requiréd analysis. Therefore, he will have to add estimated addi-
tional amounts (allowgnces) for the above-described items to total of
the bids received and submit the grand total as his bid for a general
contract. _The work that is intluded in the plans and specifications
but i¢ not covered by subcontracts will have to be-performed by his own
forces or by other firms. with which he contracts. -

'~

-

- Two im%ortapt differences between construetion managemphé and general
contract should be mentioned at this point. The first is:thag under
general contract, change orders are not required for alk of <the; work
required by the plans and specifications but not included in the bids:
received. However, as explained below, under construction management
change ‘orders are’necessary for such work. The second distinction is
that under genéral contract, any savings in estimated allowances' for
such items belong to the génefal contractor; under construction manage-
ment, they belong to the grantee and conéequently’to the furiding agency. .

v

Fr&b the foregoing, it is apparent that under a general comtract,
the only important dotumentation required by the grantee and funding
agency of the estimated total construction cost is the amount of the
general contract. An estimated contingency.for essential change order .
work that was not included in the final plans and specifications can
then be added to this amount, and the total constitutes the budget total
for consttuction. )

1
\

S

. ' \

Documentation from Construction Manager

There are two principal types of contractual arrangements possible
between an owner and a cdnstruction manager. In-the first, the construc-
tion manager will be required to guarantee, by contract, that the
construction costs will not exceed the total figure negotiated between
him and the owner. In this case, the construction manager will require
a larger fee to cover the added riskl"In\the second type of contract,
the construction manager is not required to guarantee the total costs
of the-project, and his fee is smaller. (This me;hg%%;:;cselected for
the SWRL project in order to save the costs .of the a nal fee.)

¢ ! »

< .The above dtstinction is important in that it affects the type of
’doc&hentation required of the construction manager by the grantee and
funding agency in order to determine total consttuction costs. In the .

-*
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first situation the documentation of estimated total construction costs
is similar to that under general contract, That is, there is a guaranteed
total amount specified in a binding contract with the construction manager,

as is the case under general contract.

-

Under the second contractual arrangement, the grantee and fundin
agency rely on a written docuflent prepared by the construction mana
éettin forth his estimate of the total costs necessary to perform Ahe
work re ired‘by thQ'plans and spec1ficat1ons, (e.g., see Attachment 32),
Since no single party is bound’ by' contract, to guarantee a maximum total
cost of the construction, additional safeguards 4are +in o;der to insure *

that the grant amount is sufficient to, cover the total amognt of the

An effective method is to have the construction manager's cost
The best |

r

project,
egtimate reviewed by other experts in costs of construction.

and most qualified is the project architect since he has in-depth knowl-
edge of the functional specifications, plans and specifications and can .

ascertain those costs not included in the docymentation from the P
, construction manager, (see Attachment 33). EZ: written estimate and -
- architect's review may also be reviewed by fechnically-qualified person-

' nel in the funding agency (FECA).

Preparation of Line-Item Budget

they may administratively divide
However,

If funding agency officials so wish,
the total construction and other costs into multiple budget lines.

in both construction management and general contract, these line item totals |
should only be used for administrative or accounting purposes, and spending j
controls should be imposed only on total costs. To do otherwise impedes :
progress on the entire project, and the grantee is required to furnish - !
unreasonable amounts of relatively-useless information for routine admin-
istrative transfers among the budget lines. Further, it seems to encourage
a regrettable situation whereby certain agency officials.attempt to limit ‘
costs in a single category even though the total of all categories is less o i
than ‘the grand total ascertained as above. This paralyzes the ability’of !
the parties fo effect any.savings of public funds through fast-tracking
and in fact results in appreciable losses because of delays resulting from ‘
requests for information followed by requests for the same info &1q3k\\ ] !

arrayed in a different form.

.
| 17 -
i
-

,Budggt Refinement After Bid Openings - Construction Management ) )
{ i l

) Because he has been working with the architects, owner, and 4rchitectural-
engineering staff of the funding agency «throughout the design of the facility,
the construction manager is in an excellent position to estimate accurately
the total construction costs of the project once the working drawings and
specifications are completed. This estimate (see Attachment 32) together
with the architect's review (8ee Attachment 33) allows the grantee and fund-
ing agency to satisfy themselves before construction commences that the

project cost will be within the grant total.

61
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A complete analysis by the construction manager of the bids received -
for various portions is essential in order to ascertain the lowest respon-
sive bid in each category and to identify which items of work required
by the plans and specificétions were not included in the lowest responsive '
bids. Under fast-tracking and construction management adequate time for
this analysis can be taken without impeding progress on a fast-track
schedule, The bids for the preliminary work can be analyzed first and .
contracts awarded once the construction manager has compared the amounts
of bids in all categories with his earlier estimates and can assure all
interested parties that the project can be completed within his earlier
estimate total. As the analysis progresses, the construction manager is
better able to estimate any anticipated savings. In the SWRL project the
estimated total cost was reduced by $150,000 just affer the bid opening.

1‘13 newer figure can become the new budget total. It can be adjusted —

fdrther as contracts are awarded and the job progresses, so 1ong as the.
total construction cost; as” determined. above\ .is not exceeded.
it e, Y r
During his analysis of the bids, the construction. manager meets with |
each low bidder individually before award to insure agreemeyt on the items
of work covered by such bid, (Attachment 34). This effectively elimiratas
many potential disputes with contractors that can otherwise arise durlng —
construction and result in additional costs or crippling delays, It also -
refines the construction maniger's knowledge of what ddditional work, if '
‘any, must be "purchased' outside the contracts awarded to the Bidders.
This process of construction cost refinement continues throughout construc-
tion. ’ . -

As the job progresses, change orders are initiated for the work that
was. excluded by the bids from contractors but is required by the plans
and specifications. Such costs are financed from an "allowance' in the
construction manager's estimate. Most certainly these allowances are not
"additional costs" as the term is used in a general cortract situation '
where all change orders affect ‘the total construction costs. Other change
orders that are '"additional costs,' will, of course, also be issued-under
construction management, as well as general contract, for work not included
in ‘the plans and specifications but éssential to complete the project.
(E.g., changed conditions in site). The latter type of change order can
. be financéd from a "contingency" line item in the budget. Therefore, under
tonstruction management there will be numerically more change orders but
less total construction costs. . - :

\ S

\\ Another savingg reallzed by the grantee and funding agency in construc-

tion management over general contract resufts from the fact-that the costs
of change orders will be less for the same item of extra work.” Under both
general contract and construction management, administrative and profit
costs aré added by each tier of -contractor through which any change is
procegsed. : By "caréfylly schedyling the item of award of change orders,
a“-nstruction manager~can negétiate for the best'possible price and then
award>contracts .to subcontxactors directly (second- tier. subcontractors

by
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under general contract) without going through the contractor. When this

N is possible, the additional costs of the contractor are eliminated. More-~

- over, the additional costs added to all change orders by a general contractor
are not incurred under construction management eliminating much of the

P "pyramiding" of costs of change orders that would result under a gengxal
/ contract.
\ - ; . 4 .
Summary \
As stated in TN-1-72-4, the SWRL project was an experimental one to .

develop and document replicable procedures in construction management for
use in similar federally-supported projects, It was extremely fortunate
that Turner Construction was willing to act as cdonstruction manager. Not
only have field personnel done a superb job in managing construction so
that true costs are considerably under original estimates of total costs,ﬁ
but also the project will be finished ahead of schedyle (Attachment 35).
The processes used by construction manager and architect have:-been care- -
fully documented and made available .to the Federal Government at no
additional cost, (e.g., construction contracts modified for construction
management; Field Operations Manual), ) : :
From what has been -tearned on the SWRL project, funding agency per%Qynel .
. should now be in a position to modify their procedures and decision-flow
L to accomodate construction management beginning with.the Guidelines and
’ Applications Procedyres for the Educational Research Faciiitiés Program .
(draft) USOE November 1967 through grant of application and administration
of construction processes, The potential for c6nsiderab1e_savings of public
funds on futdre’projects by truly fast-tracking the entire planning, design,
and construction prdcesses will be available as soon as thisyis done. SWRL
and its consultants are most appreciative for being given the opportunity
to participate in this cooperative effort with FECA and USOE.




- . T Working Paper 6 : . *///
. COMPL IANCE 'AUDIT OF FEDERALLY- SUPPORTED EDUCATIONAL ReD CONSTRUCT ION : ?
. PROJECTS (TN 1r73-02) .
© Willlam H. Hein, Jr. = o o
N . Background , o : K

SNRL Educabional Research and Development receiveda construction
grant dated June 30, {T970 in the amount of $4,286,000 to plan, design
and construct the first non-campus facllity constructed soldly for L °
/ C educational research and development In the &atlen‘(HeIn and Schutz . .
- 1971) . in August, K970 USOE, FECA and: the SWRL Board of Directors
” “ agreed fo test. two new construction techniques k;own as coﬁétructiee
mahegement and faet-tracking on the project. The succees of the
experimeEt is well demonstrated by the fact that degign eﬁd copstruc- / . e
tion were completed 16 to 27.months eooner than the other six insti-
i tutions receiving grants. So ‘also the OMB has confirmed FECA's
estlmates of cost avoidance of $15 ohl 000 resulting from use of new
techniques as,well as federally-owned landwln the projeét (Hein,'1972): 4
All parties realized In Augusf, 1970 that the grant had been N
/written under the presumptiofi of aigeneral contract for'copsqructlon
with' its traditional linear procedures as -contrasted with co:;truetion

management and fast-tracking. “f SWRL had then insisted that the

grant be re-written before proceeding, all potential savings would

\

hafe,been eliminated before the project started. Therefore, SWRL ;3
v N
. under took an endeavor unique ?n Federally-supported construction,

<
namely to comply with a grant written for a ggneral contract and at
the same time act responsibly so as to give the new techniques a

falr trial. : - ' '
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An important feature of all activities at SWRL is the careful docu-

mentation of the events, as they occur. The fact that this p;inciple

”

was carefully followed in the SWRL experimental c?nstruction project

proved to be extrémeiy important in view of the foilowihg‘sequehce of
. ' A

>

2

events that affected the'audita
I »

failed to take action on SWRL requests for édministraplve

* .
e
.
“
Ve
.

———*TKT‘For a variety of reasonms, inclu@ing personnel turnover, NCERD

&

«
©

adjustments within preject grant total among the various
. . . ) ‘
budget categories.  Thenwhen SWRL repeated its re&uests for

Y ’

approval, it would be requireg‘to re-array all cost. infor-

mation previously submi@tgg into a different fprm and resubmit

it for approval. The whole process would then be répeated

- r . ‘

without either approval or disapproval of the many requests

v
ever being received. &
s k) * .
SWRL findlly referred NCERD's delays in acting on the requests
\ LY .t .

. »

to USOE contract officials, who gave specific assurances that

immediate action would be taken if SWRL would again resubmit

all previously-furnished cost information in a gsummarized

form. SWRL complied and furnished a*} past cast information

- 0 ' .
in the ‘newest form.

4

Several months after the SWRL submittal of the re-arrayed ».

3
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~4&. The objectives of the audit were changed several times both

before the entrance conference and during the field work

. H

o without notice to SWRL. , ' C
4

5. No member of the audit team had’any training or experience
v ¥ , .in 4uditing a construction management ‘project or a research

and development institution. ' e

6. The field auditors freated NCERD's year long refusal to take

"action on cost information as a grantee failure to obtain

required approvals.

1

. .
J L4 . ’

. 7% Following a turnover in personnel, NCERD began to ignore all
. M VY N .
e ’ ** eXperimental aspects of the construction project and treated.

it as if ;t were & traditional construction project. Tﬂe :
auditors accepted this po;iﬁion and rejected all documentation
L : to the contrary including that of Contracts'and Grants officials
(Attachment 36). Indeed there was no mention of the word
. "experimental” or one of similar import in any of the éhdiE
reports. ‘ N ‘ ¢

Audit Characteristics .

+ : RN . )

; --- A grantee of an experimental construction project must have
" documentation that is ‘responsive to characteristics of agency audits.:

b H - [y
'lJierileJageﬁcy,ﬁgq;tors feel they are "impartial" to both the
grantor and grantee in the conduct ‘and repofting of a

’ b}
compliance audit, their reports are unbalanced in that no

) . . . . .

%;sluations of the granting aggncy's actions are set forth

.

in their report. This reporting practice places sole

-~

emphasis on criticism of' the gfantee.‘;;

61 S
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2. In an experimental construction project, it is probable that

the ~designatéd audit team will not have the essential exper-

v
~

ience or training necessary fof "a3‘compliance ‘audit.f

14 4

3. Audit reports in compliance audits may- emphasize only the

\

: negative aspects of the grantee's administration of the

¢

- grant and i’.otally exclude consideration .of the savings

)

realized.,

. &

4. , Agency auditors may not accept the "system integrity" of
*a const‘ruction”management project. Thus, they may ignore
the potential cost savings on the total project and treat

each administrative budget ‘category as if it were a separate

project. e \\ .
) . ¢ .

Grantee Documentation ™~

make it incumbent on the graﬁtee of an experimental construction pro-

ject to carefully prepare for the compliance audit by the agency's

auditors. Failure to take the steps described below could result in

‘inaccuracies and unfairness in thé conduct of and distortion in the
/ -

-

reporting of the audit, s The grantee's task will be\ imme;surably s:'l.m;

piified w'h;zn agency auditors comply strictly with the terms of GAO ”
' ¥ . 0 r i) ( . )
Standards for Aﬁ’dit of Governmental 'Organizidtions,’ Progr , Activities
. - < - e 4

4

A

?

l. - N . e, , ~ i N
.and Function: (19725;ehqt: codify for the fjrst time the longstanding

v

ethical and pt(ﬁessim}al standards of audit., Previously a grantee had

- ° ’

no written dutho ity éettj.ng forth the stfandards that were required

. . e, LI H
to.be Followed on“all audits. ° —~ . A / y

/ g Y v N -’




It is suggested that the g?aptee of an experime;tal‘constructibn
project obtain a set of these standdrds from ghe General'AccountIng .
0ffice and become familiar with their contents immedia@glf upon
grant awa;d. Then'the conduct of the audit should be carefully
documented by memos to the file and referenced to the appropriatexA ' '
standard(s), _Lf this is carefully done the grantee will be in an
excel lent position to quickiy prepare expressiye responsés to those

aspects, if any, of the audit that resulted from its being conducted o

or reported in contrary to GAO Standards {Attachment 37).

Audif Entrance Conference . .

There are several types of audit recognized by the GAO Standards

(e.gQ, financial, compliance, and managsyent), At the entrance s

. . ¢
conference, the grantee should insist on written agreement as to

“the $cobe of the audit to be conducted includlﬁg the answers to

P - -

the following questions.

. Which of the grantee's operations will be audited, for

~

, "which period? . AT ’ - .. \ )

)

2. What type of audit will be made fbr,eachaof the areas of “ {ps’

activities?
3. What law, regulations,: guidelines, contract provisions and

grant clauses will be controlling? In-case of conflict or

”ambigulgz\wﬁfth wiTT\Qe given precedence? /////

7N ’ .
b, De_the'members of the audit t th .
Q\] g memb f the au eam have the necessary i

~

quatifications for the operations they will be auditing?

1f not, what tec?nical consultants within or without the

]

Federal Government will be utilized? ’ Lo




é\ .. " information from the grantor? n : .

+ tuous thus al\enatlng the. auditors at the outset. There is, of . o

‘the GAO Audit Standards will rtsult in an unfair audlt and distorted '
' L ) | < L
. 2 o 1 M o . - - .A—’——\T-’— Bt il . N
j . . ('..'z 64 . ) ' ’\ \\ N
Lo S L ~
. . .

vy . ) -

[

5. Will the deficiencies of the fundlng:agency be tréafed in

the report? 1If not, will this featage be set forth clearlyti

in the resulting report? ) _ e -

3
3

6. Will the experimental nature of the construction project be
- o N ' P §

treated formally or ignored in the'conduct and reﬁortlng
’ L4

of the audit? If it-is to be ignored, will this fact be ¢
set forth clearly in the report? ) -

Wil1 the auditors observe a management perspective in the.

~

conduct and feporting of the audit? Or will they follow . " :
the usual pragtice of treating each administrative budget’ ¢

category in the grant as if it were the only matter with -
v df . -~ @ . . .

. N

which the grantee had to be concerned in total disregard | '
&
as to Igs effect on the total project and all other

operations? . R !

& 4
8. Will the auditors make the funding agency's written request .

for audit available to the grantee? How will the auditors ‘

insure that they have received accurate and complete

’ L 4 )
1Because of paSt\exberiences-wtth agency audltora} a grantee ) ‘e
might be understandably reluctant tq\reqhest that the above matters {,\\Nh~ ,

be clarlfled at’ the entrance conference. That is, the grantee I

- -

could feel that the audltors‘wp;\a\consider 4;; questlons presump-

.

coqyse. somé rlsk of‘thls happehtng. However,.there is a greater

*”

\
risk that in the -absence of such precautions any noncompllance with




!

> mendations." ,

report to the detriment of the'experimental project. - in addition,
there is ro valid reason why agency auditors shoJ‘d be offended
if asked to show how they Intend to comply wlth the standards of

their own professlon.

Auditor's Field Work

The auditor's fie%d'work'ls aT%o"oyerned by the GAO Standards

.
[

as follows: : . .

Ve

/
GAO Audit Standard' "Sufficient, competent, and relevant

evidence Is to be obtained té,afford a reasonable basis for

the auditor's opinions, judgﬂents, conclusions, and recom-

9

4

ST

The grantde of an experimenta] construction project shou]d

carefully document all audit practices observed durnng the conduct

of the fleld work that appear to conflict wnth GAO's standards.

Auditors Draft Report .

Theyd:ajjzreport is usually the first opportdhlty for a

grantee” to resaond formally to the auditor's tentative findings.
Although it is laborious and tfme;consumlng, an effective method

of response is a '"'line by line' analysis of tne)tentat!ve report
&/’I." ‘
(Attachment 38). Then % summary of the findings of thls type of

-

analysis can be prepared and submitted in further response to

the draft report (Attachment 39) In ‘SWRL's audit Ithqulckly -

. 3 , 1 - /
. became evident In the breparat!on of the responses that although )

v : »

N

"

-

+

3



— 1\ :

. ,\ - an attempt is made to reach aéreemént‘oh‘ény remaining differences.

-

the draft reports were quite lengthy they were in fact based on -

2

only four points that were repeated throughout the report In many -

! -

- different forms. where this Is the case, a further 'fanalysis
. of the afalyses' cah be prepared and submitted In ‘response to -
\\ ) the reports (Attachment 4L0)., Then-depending ‘on the time available Lo
for responst’ and the extent of previous preparation, an accggtab]e

audit report from the grantee's perspective can be prepared and

submitted to the auditors (Attachment 41). And finally, if the

1

uditor's statement of facts is in dispute a statement of facts

fr the*graﬂtee}s perspective can be prepared (Attachment 42),
ollowing receipt.of the grantee's response to the proposed

final report, the agency auditors will make any changes in the

@
s

. -
report they.feel are warranted. |f the changes are substantial,

5 the grantee ﬁillrbe given the opportunity to modify its responses

"An exit conference is then held at which tiﬁe the proposed final

repoft and grantee's response are discussed (Attagbment/ﬁ37:”%nd

’ Final, Report ' '

The final report will consist of the auditors' findlngg, the -,
v grantee's response and Fhe auditors' rebuttal to this response.
L & . '

s . The GAO Audit Standar&§ require the report to be in writing and

A . .
I v ~ - submitted to the appropriate officials of the organization requiring

-

.. c o, M . ~.. 3 \ N
or afranging for the audit. The fact that the GAO Audit Standards

~

M . v ) ’
also provide that audit reports should be made available for distri- .

™~ [

button to or inépectj?w'by,lnterested members of the bubjic makes
‘.‘»,"" . \\ . B

.
4., - o - .
ey Mv . N -
B
P T, ¥ d .
» 2 ! .
' e . ¢
N v 3 - - b .

v A
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}t e§pecial]y important that the grantee insure that the conduct
and reporting of the audit be in strict compliance with GAD's

Standards, Nhere this is not the case, the documentation descrfbed .

above wi bl provide t\e grantee with an adequate basls for having the \ -

- ~reportdeéctared nulf e\ﬁ<bQ|d and’consequently unfig for public

l to the General Accountlng Office

disclosure. Moreover, an ;;h

could be considered appropriate ¢ chment kh)._

. ) Summary

.

., : y
v The principal objective in an experimental construction

project-is to determine the cost savings that would result from\

the use, by other grantees, of the practices and procedures T

shown to be moré economical and efficient than existing ones.

Agency auditors may claim that their chief éhncern Is the »

s
conservation of public funds. However, under their present mode

of operation, they concentrate their total efforts on the possible

loss of insignificant amounts and ignore the appreclable savings 3

r- * .
that have actually resulted. For e 5le, on the SWRL audit the ~f

. ~ »

auditors refused even to consider the experimental nature of the

.

project or to mention the $15°mi11ion of cost avoldances egmpﬁted ~

by FECA and conflrmed?by the Office of Mamagement and/gudget. ) '///////

hi Y

all violations thereef‘by the agepey auditors. This,é;yi/éntatlon» . -

v - i o ‘
grantee has the added resp bility of b n wledgeable of 7
the provisions Of;EAOJS Auﬁfﬁ/Staﬁﬁg;;;//;cejarefu1ly dociTiSEL,f« L




4 ’ . »

kY

shéuld then be summarized énd become a bért of -the grantee's .

A A

" report to all lnterested parties.,. Regrettable as this may be,_

-l

 Recommehdations

it Is an essential task to Insufe that the large savings possible

from use of the new techniqu

Is not lost because of longstanding,

3

albeit archalc, apdit practices In the conduct and reportlng of

agency compliance aUthS~ Even with the enactment of the new GAO

S
- Y

i -~ —

Standards, grantees of experimental construction projects will be

affarded prgteqtion'agaihst outmoded audit practices only to the

extent warranted by their documentation practices.
. 14 . o

»

SWRL's experiences with the compliance audit by agéqcy‘
auditors of Its experimental construction project provide the

“ .

basis for the following recommendations concerning future

N

A

ekperlmental construction projects, Ly

w . : * !‘V , )
1. Private CPA firms should conduct the compltiance audits

until such time as GAO Standards are being strictly o

s . . « .
" adhered to. by agency auditors, ' g ‘ ‘ oo

2. The criteria for selection of the private CRA firms '
. should include an ability to utilize a;manaq;ment
perspective in the audit In ordef‘to'ascértain the true

. savings in public funds that could be realized by use .
of the new techniques. e
. 3. No person who partlclpated in prior administrat!ve

N : consia\raglon/ or in the preparation or presantq;ion of

/ N
. a requesf for audit, should advlse or constlt with, or
_;//f;::;lg/beﬂa/'ex parte communication % the audit team “unless o

» ¢ / = / ] -




.

. \
/ -
- - the grantee is given notice of such advice; consultatlon

-

-

or communication, and reasonableiopportunlty to respond.- ] _
k. Auditors, agency or otherwise, should be required to. "
observe the letter and spirit of the Freedom of

Information Act (federal legislation) and pot withhold ’

. "information of a public nature from the .grantee, as

£
L]

' )
. for example the agency request for the audit.

* . - " b .

K ¢ . 1
3

[N
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*ﬂ Working Paper 7

REVIEW OF FINAL REPORTS OF COMPLIANCE AUDITS OF FEDERALLY-SUPPORTED
: | EDUCATIONAL R&D CONSTRUCTION PROJECTS (TN 1-74-03)
*

-Willimﬁ. Hein, Jr.

r

‘ Background .t ¢

%
‘This paper extends the information in TN 1—73 02 (Hein, 1973). which
N describes the nature of the documentatiqn desirable during the course
- ( .’ ¢

of an e%perimental construction project funded by a Pederal grant to
insure a fair’and accurate federal compliance audit. -The agency audit
eharacteristicé described in TN 1-73-02 créate a high pfobabiiity that
the audig repdrts of experimental constru taon projects will contain
recommennationa adverse to grantee[contrJZto;s.‘ Grantee/bontractors,
however, are not without remedy since tHey may diepute the:auditors'
recommendations and refer the matter to the Grants and* Contracting
Officers for their review and determination. Contracting and Gfants

o

|
|
offtcers have sufficient authority to take whatever remedial action is . ]

A

warranted with regard to the auditors' recommendations. - For example,

in SWRL's case, following the issuance of a proposed audit report; the

%

NIE Grants Officer acted favorably on year-old requests for adjustments
among the grant's budget categories previously iénored by other Feder@al .

officials. This resolved most of the auditors' tentative recommendations

L4 \
for cost disallowances prior to the isBuance of their ‘final audit report .

(Hein, 1973). However; the NIE Contracting Officer agreed with the

. AN
duditors' rrecommendations in their final report anfi issued a final decision

*

to that effect. This decision was appealed in acénrdance with the term

.
. N,

of the contract. 1In re%ying on SWRL ifperience for‘example, hucp of the { 5
. 71 - ‘\
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/

. -
Disputes Clause of a contract. Nevertheless,/ he basic procedures are

following discussien is concerned with review 276cedures ulider the )

equally applicable in obtalning review of the report ‘of an audit of a

grant where a grant appeals bodrd has beeg established.

‘
v

Contractor's Activities Following Auditors' Final Report

The auditors' final report will consist of their findings, the,

contractor/grantee's response and the auditors' rebuttal to this response,

‘ 3
The GAO Standards for Audit of Governmental Organizations,

Programs, Activities and Functions (1972) require the report to be in

writ}ng and available for distribution to or inspection by interested
members of the public, Fellowf;;\the iSSuanbe of thie report, the auditors'
task is-complete, and responsibilrty for taking action on their ‘recommen-
dations is assumed by the agenc requiring or arranging for the audit.

The auditors' covering letter directed SWRL to make a "reply to the
report" to such agency. The form and contents of the "reply to the
report' were unepecifiedj/end no instructions\existed that provided n& ‘

s

guidance. 1In this instance, additional uncertainty Qas introduced by ‘_e

fact that the audit repért covered both a contract containing a Disputes

Clause and a gfant without such clause. 'SWRL's reply, then, consisted

simply of a rebuttal to the report itself.. Subsequent L §
events *indicated that it would have been mLch more effective, from the

Contractiﬁg Officer's perspective, for SWRL to have immediately treated

the matter as a dispute under the contract and submitted a reply in the

'form of a claid against the Federal Government,

. 76
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Role of Contracting Officer

While no-specific form is required for.the acogal claim document,:

to be convincing and persuasive, it must be in writing and présent‘9

LY ~

every facet of the dispute which favors the contractor's position. It

‘\ should also discuss, and attempt to overcome, any'of the Government's

\\\\\ﬁ\\\\_ known negative conclusions (The Government Contractor Briefing Papers,
1968). It should be attractive, logically organized and easilp re-
viewable. Generally, and as a minimum, it should contain:

(1) ‘Acnarrative factual statement of the claim, in as much detail
3

as necessary to persuasively present the contractor's wvwiews.
. \ )

\ - »

(2) Quotation of key documents and contract clauses.
, _ ’ ) \ .

. (3) A discussion of theﬁlegal and contractual basis of the claim,

e

4

showing why the facts presented entitle the contractor, as a=x
\ matter of law, to the relief sought.
In federgl procurements generally, a "dispute'.exists whenever the

- 4
authorized Government represengative and a contractor express opposing

! . .
views or assert opposing claims (CaIifornia Continuing Education of the

o - ~ RY e
’ Bar, 1961). Thus, when a contractor disagrees with auditors recommenda—
o, \ Lot .
. ? tions and the bases thereforegp "dispute has arisen. The controlling
- 1 '”,pl‘h- -
. provision in thesSWRL contract regarding resolution of such disputes
e ' N . ‘ﬂqﬂq
, . ~ BN . A ny,
) . provided as follows. o~ . -
N Clause No. 2 - DISPUTES P

: (a) Except as othexrwise provided in: thid contract, any
dispute concerning a question of fact arising under this .
contract which is not disposed of by agreement shall be -
decided by the Contracting Officer, who shall reduce his.

- decision to writing and mail or otherwise furnish a.copy ‘
) thereof to the Contractor.. The decision of the Contracting
¢ » ?
‘ ~ . . ’
. , 73 ‘
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Officer shall be final and conclusive unless within 30 days
o from the date of receipt of such copy, the Contractor mails
or otherwise furnishes to the Contracting Officer a written
appeal addressed to the Secretary. The decision of the
"Secretary or his duly authorized repfeaentative for the ‘
‘determination’ of such appeals shall be,final and conclusive
unless determined by a court of competenf Jurisdiction to
+  have been .fraudulent, or capricious, or arbitrary, or so
grossly erroneous as necessarily imply bad falth, or not
supported by substantial evidencé. In connection with any -
appeal proceeding undetr this ¢lause, the Contractor shall be
afforded an opportunity to heard and to offer evidence in
support of its appeal. Pending final decision of a dispute
hereunder, the Contractor shall prgceed djligently with the ‘
performané¢e of the contract and in accordance with the
Contracting Officer's decision. &

(b) This "Disputes'" clause does not preclude consideration
of law questions in coannection with decisions provided for in

- paragraph (a) above: Provided,- that nothing in this contract
shall be construed as making final the detision of any adminis-
trative official, representative, or board on a, question of
law.

Under this clause, the Contracting Officer’s role is crucial in

the disputes-resolving process. It is his duty to avoid disputes

whenever possible; to attempt to settle disputes by negotiation after
they have arisen; and, if negofiations should -fail, make the initial .

decision for the Government on the dispute. 1In this role, the Contracting -,

-

Officer inherehtly acts in a dual capacity. He is an agent of the

E
- . N 5 . \\1
Government charged with the responsibility of administering the contract,

which iﬁherentl§ makes him the Governant representative in any dispute,

yet concurrently he is legally required to act independently and impet-
.

tially in'resolving disputes. This dugl capacity can be extremely confﬁsing

to contracto¥s since they are never sure, in discussions with the .Contracting
\ . . . . ‘

»

\ . ’ &
Officer, as in which capacity he is atting (Report of Commission on

Government PsqcﬁEemeht; 1972). ) T S e
. ‘ n S

.
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_convinéed that such claim is sufficiently sound to persuade an appeals ~
N\ .

" As a general rule, it is in the interests of both the Government

v T

and the contractor tp settle all disputes amicably before resorting

/ - - .
to other remedies available to either or both parties (Paul, 1964).

“The fact that 38% of all cases brought to appemls boards are settled

-

has led eminent authorities to recommend more effective settlement efforts'

at the contracting officer level (Report of Commission on Govermment
< .

/
Procurement, 1972), 1In this connection;—it is appropriate for the

contractor to take the first steps in attempting to reach seftlement

~ ~ w -
with the'Contracting Officer, It should be remembered

»

that the Contracting Officer will settle a claim only when.he is

’
v

y s T . |
board to find for the contractor,on review. Consequently, a contractor's
claim documentation should provide a permanent. record that would justify

any settlement. made by the Contracting Officer so that he will be prd-

tected in the event of review of nis action by superior authoritieé
P .

"(within or cutside his agency)'« Indeed, the EEcord should not only

{ 4 \ N

support the request, but should also demopStrate that'ﬁts denial would

J A\ ]

" be unfair and qontrary to the Contracting Officer 8 duty to allow -

. Justifiable contract claims (The Gover ent Contractor Briefing Papérs,;C

1968). . 1 ,

or to com ise differences. In such case t e Contracting Officer may,

R ¢

,°f the plete record of facts (Attachment 45). This permits the e

. "

'contractor/grantee an- opportunity to provide additionai documentation

_ — i

75

There are, of course, occasions when i is not pogbible to negotiate

as a,pre inary ‘step, issue‘written findings based on his understanding



‘ [ .
- »

. . as to the allowability of any cost; questioned before the issuance of
' a formal Contracting Officer decision pugfuant to the Disputes Clause
of the contracé (Attachment 46), ’

Under HEY regulations, the Co&tracting Offiqer's finalldecision is
to include a simple and concise statement of (1) the cléim, (2) the “

+

decision, (3) the findings of fact which support the decision, and.
_(4) the reference to the Disput:s Clause k41 CFR 3-1.318-50) (Attachment 47).
The:failure of a Contracting Officer to include a statement of‘"finality"
pf his decision and notice to the contractof of his appeal rights Has
%een_held to preclude a decision of a Contracting Officér from Leing
"final" for the purposes of coﬁputiné the time for filing a 30 day period
appeal (Curtis-Wright Co?p., ASBCA No. 6279). In igsuing the formal
decision, fﬁe Contracting Officer is required to state his position
with the assistance of General Counsel (41 CFR 3-1.318-50). Once the
fiﬁal decision has been issued, a copy is to be furnished to the con-
tractor by'certified mail, return receipt requested (41 CFRM3-1.313):
A presumption arises as to the validity of a Cpntracting Officer'slfinal
decision (Paul, 19 é). A recent authoritgtivé'étudy on the,gébjéct

. shows that 6% of tiL "

&

v findings of Fact and decisions at the.contracting officer level (Report

contractors engaged in a dispute obtain favorable .

of .the Commission ont Government Procurement, 1972). N -

1 i 3

. -
_ Contractor's Activities, Following Contracting Officer's Final Decision
=3 -

<

Under ' the standard disputes clause quoted ab?‘e; the decision of e
- w

the Contracting Officer becomes final and conclusive as to all questions

. N - .
of fact unless the contractor mails or otherwise furnishes to the Contractinéj

c PR ] . /
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%
Officer a written appeal directed to the Department Secretary. The

decision on questions of fact by the Secretary or his dﬁly authorized
' representative for the determination of such appeals islfinal and
conclusive unless determined by a court of competent jurisdiction to
have been fraudulent, capricious, so grossly erroneous as necessarily
to imply,bad faith, or not supported b§ substantial evidence. By
regulation, the Armed Services Board of Contract Appeals has been 1
desigmuted as the representative to hear, consider and determine i
appeals by HEW contractors under the Disputes Clause in contracts
(41 CFR 3-1.318-51). In addition, HEW has established a Department
Grant Aipealé Board to review and provide hearings on post award

disputes arising in the administration of certain éi§ggwgrogr§qg

(Attachment 48). Almost one-half of the adverse decisions of'Contracting

IS -o* v
Officers are appealed, and contractors achieve some success in 57% of

©
&

. the cases appealed, including settlements in 38% (Vofﬂme 4, Report of e

— e — -

the Commission on Government Procurement, 1972), ’ : P
Should the contractor decide to appeal the final decision of the

Contracting Officer, an originaI’and.awo copies of a timely notice of

appeal is to be ffled with the Contracting Officer (Attachment 49).

‘e

There is no special form to be .followed in preparing a written appeal{h
°.

however, the document should clearly state that a present appeal is

thereby intended. Thus, it has been held by an administrative board

that if the contractor merely expresses disagreement with the aétiqn

taken by the Contracting Officer, such does not éahstitufe a ﬁotidé of

* appeal (Paul, 1964). The notice of appeal should dlso identify the
g ‘ . : l'*. \

~

81 e S
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contract (by number), the department and agency cognizant of the
dispute, and the decision from which the appeal is being taken. It

should be signed by an authorized representative of the contractor

(ASBCA Rule 2). (If desired, the complaint, discussed below, may be

filed with thia notice, or the contractor may designate such notice as

a complaint lf it otherwise fulfills the requirements of a complaint.)
When a notice of appeal has been received by the Contracting

foicer, he is to endorse thereon the date of mailing and within

10 days forward it to the ASBCA with a copy to the Office of General .

Counael of HEW (41 CFR 3-1.318.51). Following receipt of the'original )

notice of appeal, the Board is to'notify the contractor (Attachment 50),

Contracting Officer, and the Office of éeneral Counsel. Also the

contractor is to be furnished with a set of the Rules of’ the ASBCA
(41 CR 3-1.318.51). o /
/’Within 30 days of the receipt of the notice of appeal, she Contracting

Officer is required to compile and trangmif to the ASBCA and the Office //

- ' /
of General Counsel of HEW copies of all documents pertaining to the /

appeal including the following (41 CFR 3—1 318.51): ’

1. The findings of fact and the decisions from which the appeal
is taken andithe letter or otner documents of claim in response
to which:the.decision was issne15‘

2. The contragt and pertinent plans, speclfications, amendﬁents,
and cnanée orders; i .

3. Correspondence bekween the parties and other data pertinent

to the appeal;

_..«“’
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N or at the ASBEA (Attachment Sl). After receipt of thé file* the ASBCA -

to be given to the Dffice of General Counsel 6r Contracting Officer »t

'may modif§\or withdr‘aw his final decision at any, time within the period

c_or;:ection 0T

: the disposition of the controversy, the ASBCA may suspend further,pro-

s 4 ‘ e

c;,e 4., Statements: of ghy witnesses on the matter in diSpute made . § .
’ LY Co
. prior to the filing of the notfice of appeal v%h the Bdard;

. ) .
5., Such adc{ib—ional information as may be considered m‘agerial. o~

3

The Cotitfracting Officer then sends the contractor a.list of the compiled

it ;r‘é S g

documentS\ and- makes th,e appeal file available for reviFw at his offdice - §

%

\

. Ve

is to notify the parties (CFR 3-1.318.51). . .

Q
" Should the contractor, »subsequent to filing an appeal elect- W

,nevert'heless to accept fuIly; the decision from which the appeal was

’ Y )

taken or any modification,.writtén noti,_fication/of suo-h acceptance is

. <

e
- e : ,

concerned. The General Counsel ~then gives the necessary notice to the ¢ ‘
-\ IR M

ASBCA (41 CFR 3-1 318 51). On the otef hand, the Contracting Officer

\'

of appeal d forward his recommended action to the Office of General ; .
an\

Counsel togeéher with his fd.le supplemented to support the recommended

<

e‘hdment (41 cm, 3—1 318.50). 'In addition, whenever it -

- &

¥

I3

0 . o 7
.

cessing of the appeal to permit reconsj.deration by the. Contracting \ o
. VR

Officer (ASBCA Rule 27), S S

. - / \, " . ‘ . . >

¢ It ig advisable for the contractor to retain an attorney, experienaced
~ AR "’ . "\\

p ,
in public dontracts~ as early in the dispute procedure arfeasona‘ble R T

¥

considering the amounst in dispute. An attorney is 'best: qualified ‘to

prepare the oomplaint and filq it with -the ASBCA' (Attachment 32). An .




<
.

T

after the contractor receives notice from the ASBCA that its appeal

. -
¢ B , .

original and two copies of a complaint must be filed within 30 days

has been docketed. Each of the claims must be set out in direct, simple

and concise’language, and the contractual basis and dollar amount of each
7oy

must be alleged. Documentary evidence may be included with the complaint.

u >y

Upon receipt,_the recorder of the ASBCA ‘sefves a copy of the complaint

en the Contracting Officer (ASBCA Rule 63a).

)

Following the filing of the

»

Government's answer (Attachment 53), the remaigder of.the procedures
before the AﬁBCA resemble those of a judicial proceeding (Attachm@nt 54).
Following a day of testimoqy before ah ASBCA Hearing Officer, an

amicable‘fettlement was negotiated by tgi attorneys. !

o’

3y

. N -
. v N - Al
- '\!
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%
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% e will be reflected in reduced moving-charges. The pnifgﬁ res followed -~ ,

.

/"/
Robert L. Christensen

*

MOV ING EQUIPMENT & MATERIALS -

equipfent and materials from
/ ’ .
four wide ly-scattere cations to-d new facility some distance away is
~ ‘
ndertaking for any institution totaiiﬂ dedicated to v,

C@nducting a large scale

< -

’

educational ReD, Thus, detailed plans for s‘eerﬁtion are necessary

actual move. In a&dltlon, moving companies char e for the time that ‘ \\
s 7 - . .

3
their equipment and personnel are engagegfin the project, therefbre,

- <

all time for the move that is saved by effective pIanninz/azg/ékecution

-

. .
by SWRL EducationaI‘R;b,in moving its operagkona from four widely-scattered

Iease/[etations to a new facility twenty. miles away‘resuiteﬁ tn its
qemp]etion without a single day's dnterruption in program operations or
major loss of damage of equipment.. These procedhres are summarized
» . y . P " <
. ‘ s . . , .
below. ' R
A — e
P 4 2‘. - ' ,.',{.‘ 0 .’( .
Sta?f Ass.ignments - AII activities rgiated.to the planhing and execution

B

under the superv sign of a 5|ngie SWRL staff member, the Laboratory -

te

Pt

move coordinalor.h Gonsustent wfth SWRb's m04|ﬁied matrix organization, )
. e ., k]
the tabora;ﬁry move coorélnator utlilzed the services of QMRL staff -

.

members assigned toﬁthe severai functionai divisions of the SWRL

s 4 \‘ ¢ f 7 - - . ( " ‘
organlzation. o - ‘ S .
S {ovi n e -
A I 4
AL 83 ' .
|l [ 2
.“ i " . '
NIATEY LS s '
: P '
- R 86 \
» vt
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- . N N ~ Lo
| i oo . ro ‘
‘ ': “L'; [} .
A \ ¢ . ) . , 4
The: key membe(s oF the move coordinator s “staff' were the senior, ..
) secretarlal persons of each of the dlv;swns plus members of the: admnms- E "///;f
S o tratlve services st‘aff They were assigneayespons:bl l:ty for /-tasks |
< . \
) whlgh could be a(:‘comphshed at flexible tlmes pérmitted by the r SN, ,
A 3
e . ' pru‘tc:ple dutles wnthln a desngnated time period. For exampTe, 'he “
' %
< - lead secretérles of the divisions were respopsub1e for Jabellng all s
i / / ‘
+ I - - 5 €
? equlpment items In the division- for the movers thatme/re not ‘the diréctz : ‘
. Py
X resp0n5|b|}|ty of individual staff-members. Other tasks pf a similar
" é’ ~ - - . . ,
. nature were -assigned and performed by lead secretaries in addition to ' :
. their regular, duties over the several weeks preceding the- move . . .
The following chart . Illustl"ates the functional relationships
. € é L
' among SWRL staff and othen participants in the move.
- D 1‘
) . ~. . | Laboratory , .
‘ . . .Management 4 {
. . | Laboratory Move s \
I 1 I Coordinator T T ~—
Equipment) UEiTity Security
‘Insurance | | Moving :zsi:;:ed ((:ﬁzza:r::sl Construction %ﬁg‘giz
Companies N .
‘ panie Company locations old Contrat:t?rs ‘ol '
Jocations locations
* ; = s
L. . . . . C e 0 e L.
. ., : " T o
- ' Special - *Division S Equipment . - CoL A
. " Equipment Coordinators Audit ‘ d. . . L
\ Cgordinators (Lead L Coordinator _. ST R
. ' l.e.g., computers,.|:. secretarles) (pre- and ‘post- ’
’ , AV.) move). ~ ’ ..
‘ ’w PR L w . g 9 N . .
L : Sl & oo s oy :
| |~ Equipment, L “ - " -
Lessors ' - . \ 2 . ' el
R - RN / g i
. M N < < v - ~
. . Lo i .
« . 2 l.‘ . "nn, LY
¢ 87 \"“\« ::,,'”" .. +
2 . v , . .
’ ‘_ . §A . "
, 84. ) S, ‘
b St \ i \
~ \‘. ‘9 .J( ’ ’ N " n
¢ of P L4

~




] ) v AR f;x'
As‘indicated by the chart, the‘Laboratory move coordinator was re%ponsnb]e ’

for the superv1ston of SWRL staff while performlng tasks related ‘to . . )

the move of equupment and’ coordlnation of the1r efforts wuth outside- ffrms. -

Division coordlnatoré were responsible for task completlon |n the|r B -
‘ divisions. Because SWRL had algreat deel of RﬁDtequlpment, one’of the -

"move team“ was aSSlgned the responsrbilitles of a “spec1al-equupment “, -

t

"coord}nator.“ This person made the arrangements necessary for the trans- ’ .'

! fer of all, eIectronyc and other sehsnt:Ve equnpment whlch required - A

J /
renbval transpoftation, and re |nstaY1at|on, by specialists.” Th|s

|

|

lncluded the schedul;ng of electrlcnans and ‘mechdnics to dlsassemble ‘;
and disconnect the equipmentfbefore‘the move and reassembl§ and reconnection {
) |

\

|

\

|

-~ z

in the new location. Items ‘that required this speclal handlln ere

mo ved e|ther before or after the general move thus reduclng the p055|- . ’,’

- >

- bility of damage to‘sensutivetﬁqulpment or |mpedrng the general move

»

. /' * . ) ;
. of furnlture, materlals, etc. ] L ' )

-

. M. ”
. An extremely important task-of the Laboratory move coordinator

-

* was the R{anslation of the plans for the move lnto speclflcations o ) /f

/
) ) -
W *that could be understood and priced by flrms_of movers submitting // / /
L

proposals for the move (Attachment 55). Thls -requived thg/ség?éz/nce I
>

N~ o

b .« of a persgn who was famlllar with ‘moving operatio s/arlyW
f. . planning protess. Then onée th m of:mofffgizig;besﬁ/gelectedy
. - /‘ -~

< —~
. through a competlitive procUremnt/;arocess, 'y ripreseW that
N o R . -~ . . L
" firm became a member/of'fﬁe "move ‘team.' , = s =
o’ ’ ) i ' . . PN
i
- "
. . N
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4
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‘PretMove Inventory - SWRL, as is the practice of-institutions in

]

possession of U. S. Government properfy, maintains very detailed rqcords'

1 1

of all furniture and equipment under its‘cbntrol. 41t was, therefore,

essential that a complete inventory be taken just prior to the move.

(3

This provided a current list of all items to be accounted for in their

/

. .locations within the new facility following the move. Even the low

value equipment items which, by Government regulation and SWRL(bractice,

were not normally included in the inventory records equipment ledger
were also identified and recorded at this time. The fesulting.composite
v ~ * ' s

list served as the control document for.identifying in advance future

locations in the new facility of each item. Moreovér, the move labels

1 . . = . )
- . for all items were prepared from this listing.
L \ v y .
. Scheduling the Move - SWRL found there were many factors to be
quantified so as to have an economic basis for establishing the schedule
Y Al L .
for 7he move. |t was found that, as the move schedule was compressed
into a shorter time framé,'tﬁe direct cost per item moved increased
[ 8 > e 3 . R ] .
for, several reasons including the following. )
. IT//After eight hours of work, movers are paid a premium'Jor
% L overtime. . . .

2) Movers become less efficient the more hours they work
dur|287a contingous period,

3) Less care-fMay be taken in handling the. furnit
~ equipment, as the moving crew e

* .

‘.’ _—4—"""""_‘——-‘ . -l
(Thess direct costs had to be balanced a other non-direct costs




L 3

available for the staff on a SWRL working day. One alternative that
was considered and rejected, for personnel relations considerations,

was to require staff members to take vacation during any working days

.

that the facility was non-aba[lable because of the move.

in addition to cost considerations, const;aints beyond SWRL's control
affected the scheduling of the move. Included were the policies
of‘the landlords in the four leased locations governing movement of
l‘ equipment within their respective office bgi}dingsf 2The landlords \
. } s
: oflthree of thg locations weuld not allow any equipment to be moved -
out of their building§ during normal working hours because of the »
disruptien of activities of other tenants. This left nlghts and

’ » @

/ weekends as the only time that SWRL could load much of its equipment

]

into the moving vans. In add|t|on, the special equipment had to be
>‘s o

.
2 s

- ) disconnected from electrical outlets before.the movers arri but T
at timgs that would not delay or interrupt its use‘oﬂ'i4eortant )
’ s ) R
. . . : <

.o L

~ s ”

. .

R&D tasks.
14
An analysis, based on the above factors, indiceted that the SWRL .

mave woulé\be most economucaL and least d|srupt|ve if |t were SO

N -

R tjgyuhmxedfas’targcald the loss of a snngle staff working day " The §WkL. .

staff, then, could work ‘their normal time on the Friday precedlng the
. . move and report to the new logation th{lfoIIOWIng Monday at the

.
Y

start of the normal working day. Since the}eqévpment would be Ioaded
v v R - s ! ~

at night and over the‘ weekend,barrangements had to be made for the

------------------ . L
’ R . N ' I R X

rapid repair of any elevator that was to‘be~u5ed in, the move. This

<
’ P 14

was nepess[iated by the fact that the costs of the movers would . Co,

L] . »

: . ~ ) : ot
n be between $300<$400 per hour., .




Aruitoxt provided by Eic:

R
. -Selecting the Mover - After the prgliminary plans were»completed, pre-

. : )
qualified moving companies were contacted and requested to submit-
proposals for the move. Because sufficient planning had been- comp leted;

these ‘companies were able to analyze the complexity of the move and
~C T

ascertain h;;ﬁiﬁﬁggld best be accomplished. Selecting the mover at
the earliest pos possTle\gl\\ also had the advantage of allowvng-lts

representatuves to partcCtpate e tn~the planning process and apply thelr

3 - >

expertise in splving poténtial problems as they were idengigiffi::;\h‘ .
¥ v . e - /

Several of these problems appeared toebe quite simple to the novice in s

e /
a large-scale move. However, in reality they Were quite formidable fand
A

st

requiced fhe'expert assistanc®f the moving firm in solving them befor ,

,rather than during, the gourse of the move. N
\\:
n evaluatlng the proposals submi t ted by the dufferent fi

SWRL .gave consideration to each of the points tisted belmuj
w L .
"% 1) PriceX inCalifornia, as in most states, the prices.that’ | i
s can be charged by movnng companies are controlled, by law . . ’
and regulation. The' minimum rates, that can be charged by ’ :
*» .- moving.companies are set which renders ineffective a. . >
‘ competitive bidding Rrocess uﬁﬁbr which the award could
. be solely on. the basis of the lowest estimgte. While all -

LT - companies can provide an estimate of the cost, this provides -,
o ' . no real, protection against an ovér.run abov&the estihate. . . -

' _ Consequently, thezestlmape quoted by a mover’cannot- be , ~
- consudered as tha.cqntrolllmg factor. ‘ ’

- - - M
N,

required tp furnush a listl of references Wwho could-be con- ..
tacted as °to quallty of performance on past moves, M- .~ .
great deal wds.learned about the companieg-under consideration o

\T\> X errence.. Each- ‘company that Bubmlttéﬂ a proposa] was : : .

’ % moves., ' It was .found that the references were candid about the
. . movers® performance and rdadily. describéd any deficiericies
in performance they had nated. .lt,was.alsq possible to v -
determine how much experience the various moVers _had,in moves "
. - similar to SWRL's. And finally it was 3055|ble to determiqg
e the reliabilsity of the cost esflmaﬁ&s of the»varlous cémpanaes SN
) on other moves. ) . .

LI -

of . R ‘ . 9 1/ . -] * . ' s

. v
- .

oy contactang those who had direct respons lbl]lty for these - .

e SRl ™ e Y

St 4




3) Availabjlity of Manggdér. Because of the magnitude of

the move, consideration was™gixen to the manpower resources
each mover had in his organization. ] he move was to

be carried out in a compressed timﬁkschedule,:Tt»was obvi
that a small firmwith a single crew would have extreme

ous

difficulty in perfPrmlng the SWRL move without unreasonable

the other hand, t
number of crews t
and arrival poinéﬁ would have a much better chance of-
meeting this schedu

Therefore- all movers who were not able to support a
round-the- cIock effort at both loadlng’and unloading
ponnts were elcmlnated fronr consideration for the job. :

oo

escalation of cosi

<7

of equipment that.ggch bidder coyt¥ dedicate to the job.

moving pany finally selected was found ta have access
the'prgper type of equnpmePt necessary to meet time and

ule and keeping costs within estimates.

and disruption of R&D Sperations. On
ose movers who had access to a sufficient
permit assignment to both the departure

L) " Type of* Equipment. Anp analys.is was made  of amount and type
) The

to

cost Tequirements. For example, the movers selected wer®

made it unnecessary to pack the books-i cartons. In

addition special carts were furnlshed for pffice machiines, etc.
. 2.

.
ke . . . - . [
+ (. * o LI "

)

’ Lgyout af Floor Plans. Thé}movers preparing proposals were given

comprehenSIVe set of floor

MY
< i

‘e, N

able to furnish book carts for the moVe bf t e library wblch

.
> »
. G y

a h .
.

Each equlpment tem was ta ged with a Iocatndn,6¢ addréss keyed to

-

spaces |ﬂent|f|ed on.the"loor plans for its present and future

~ that. were, Iocate& as

‘T
a un

coded
F

space for a division on the plans for the old aﬁd the new locations was

-~
R ©

- - /
”'Iocations. in addntnon,,s:nce ‘the SWRL organlzatldnal d|V|5|ons

4 ’ . °

‘_uts in the old Iocatlon§ were tdbe relocat

Y
A} i . o
~ v . . . *

its gn the héw facility, the two sets- of floor plans were col

to assist

‘¥

‘shaded with the séme\color:\ This permitted the loading ofmindivid

o ' -
. movnng vans with/‘itemd having the same floor pian color code. The

”

) ccessf movnng flrm'aas able to unldad in bulk at staging arejs

v

wi hin ‘the r spectlve color zones in the-new facnlity The

A “« o o’ ’ e ¢ V

-

ed

v

v s 2
A coordinating, the loading operations. Thus, the

ual

*
-

//_ 82 - | ’;g‘k,

89 ,

1aﬁs.for both thevold and'the new facilities.

«




- ]

_items were then distributed to the -individual rooms designated on

the move labels. Had these‘color code procedures not been utilized, the

move would have taken considerably longer because the mover would have

been ‘'required to determfne where each individual item being unloaded

L3 s

from.a truck was supposed to be located from the information on the' :

-~

-

move tag. This would have an extremely inefficient and costly

opéfation for a,move of this magnitude. “ i '

¢

Packing and\Unpacki%g Administratimg Equipment - The company selected for
- - . & ‘
moving SWRL's furni ture ard equjpment to the new location was required -

-

to prdVide a set of progédures for the staff to follow iq"packing and

1

unpacking. Eiamp]es of the instructions in the SWRL move nncluded the ‘\

following’ . \ %
e ' All desks were to be moved intact €kcept for:

2
-
-~ . .

- _a) Pencils, pens, paper clips, etc. which were to be" - - -
removed from middle drawers of desks,~sealed in an | '
envelope and replq;ed in a desk drawer. o ——

b) Desk pads were to be-left:on top of desks. ‘ . ’

- e 'Typewrlters were to be uribolted and ]eft on top of-desk. b

! Typewriters- were moved in specifal containers provided by . '

' the mgvers.
. ‘ -
" e Stationery cabinets were to be emptied. .
° ?ilihg,cabinets were to be emptied and the contents placed
in desk drawers and the trays left on top of the desks.

° Wastebaskets_wére’packéd with ashtrays and any other small

fragile items. F X .
v /

- o Q - —
\ ! . .
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Séecial Equipment - Plannind’and‘ onducting the mgve of special

R . equipment was given the particula attention of a designated staff

!
member be!¥use of the sensitive nature- and high theft attraction of many

|
items, A survey was taken early in the planning process to identify %
1

&

. those items of equipment that wouﬁd require special -arrangements for

A4 their relocation to the new facil?ty.v'The unique feafures of electronic

data processing equipment, optical character recognition equipment,
2y L}

o etc., required that separate moving companies specializing in the trans-

.+ portation of this type of equipment be utilized. .For many of the

items that were leased, the lease agreement stipulated that the

¥

. ¢ L .
be transported under_the lessor's direction and control.

In many instances, specially constructed moving vans were required . ‘
\ 3

in.traniggﬁtrng the special e uipment tS the new location.

e : o ‘

. Post=-Move Inventory - A post-move inventory was taken inmediately
- . ~3

following the placement of equipment items in their new'locations. The

equipment ledger was then\updated to show all newly purebased equjpment

\*-

and to identify any equipment\W h had been lost or damaged during the
mdve., The post-move inventory proved to be gijfiEUlt and time consuming

« task beca

£

/

v T~
punch=1ist' items were still being compTeted\gz\the

’ . . *“\
construct ontractor resulting in many items being placed in tocatighs

) . R - R 3
N ones planned while still in éartons. Moreover, the o

o de ‘> BN
W

// N A *"
g . institutlon yg;,xer?’@ulnerable to the theft of equnpment9Qeaaﬁ§e .

g © .. other the

of. the necessity for the presence in the building of non-SWRL employees

i N

: \engaged in completing these ”punch list“ itemsy This made it necessary -
¢ % ‘Y . ' y . n
) to utiltze extremely strict controk of foot traffic in and out of the ~T—__.

. -
v, (Y ) ‘

Ve




facility. It also made it even more important to account for institution

‘equipment ,as quickly as possible and place it in its proper location.

~ r

STAFF RELOCATION

The relocation of SWRL to another community some distance away

from its former locations created a need to provide financial and other

i

assistance to those elfgible staff~members who wished to remain with

¢

the institution but would be required to .move closer to the new
loéa;ion. SWRL's Personnel Office was assigned'responsibilitnyor
as;isting employees in the move of thetr residences. The success of
these efforts is illustrated by the fact ihat'every;hember of the SWRL
;rofessional staff transferred to the new location. 6f the many services
that were provided by Pergonnel, most féll into the following general

classifications:

1) gathering and distributing information on the availability of
. ~ - housing in the new atea; )
. \ .
2) obtaining information gn and coordinating commuting and
carpool arrangements; and

> 03) coordinating the move of personal household, goods.
: A

) ‘."'/;_/ . 4
Hous i ng. "A questionnaire was utilized to. identify the type of information

concerning housing specifically desired by the SWRL staff in the
. ‘ ®
following areas (Attachment 56), - .

e type of housing desired--purchase or rent

e size ‘ K

¢ location--beach or inland

o e municipality desired . - .

- -

° availéBility ofgschqdls




\\‘< —

Oncé the inform;f}on was gathe}ed and‘Ebmpiled, the Personnel Office
4 ‘ .

_ contacted the local Chambers of Commerce and Realty Associations for

staff are self-evident, Rather than 180 individual staff members

‘'spending their time gather information in a haphazard fashion, oné,
JWRL staff member perfor the service in an organized and e?fi%iént .

" manner, v

-

-

’ 1}
- Commuting. Many ‘SWRL staff members desired to continue their employment

Wi th the institution after the move but did not wish to move their re-_.
sidences. Instead they wete interested in commuting to the.new.location
in car pools, public transportation and chartef bus. The Personnel 0ffice

took the necessary action to establish car pools and contacted other )
. s - =T “ ‘

large employers located near the new facility to make arrangements for

¢

Y " s iR |
SWRL employees to ride on their chartered buses. Schedules of-public

transit companies were also distributed. ; ' . RS .

e
/

Financial WsSistance. SWRL decided to provide ‘financial hssisiqnce ot

for moving household goods to exémpt staff members who were required

) . .

‘ Y ' S x
.to move from their present residenges in order ‘to continue ‘their SWRL

kg

— “

1]

emploxnwnt: Gyidlines .were Hevelbpéd which clear]y §et_fo}fh P

eligibility requirements and the procedures: for obtainlng,?ihanqja], .
. ' s 7 ™~ . ) , ‘ 173
*assistance (Attachment-57). . ) . “
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‘i*‘h d‘June 2, 1972, Nearly 200 officials of gow t; education,{
Usinessy and industry attended the event that-as hT hlighted by .

. . Working Paper 9 . {
. H
SUMMARY OF PLANNING AND ACTIVITIES FOR, BUILDING DEDICATION tEREMONIES
" JUNE 2, 1972 (TN 4-92-08) = . ., . , S
K : . i ‘

AN
~o N

William F. Coulton N . :

3 0
‘

. Dedication ceremonies officﬁally.opening the new £acilities o?k‘\'
Southwest Reégional Laboratory (SWRL) &t 'Los Alamitos, California, were ’

tours of the faeility and an addyess by Robert H. Finch,‘Gogg:ellor
to the President. This paper recapitulates the planning a imple-
mentation of the dedication~cerEmonies. nd\\\““**\’
. N - U T
- \' -

" . PLANNING L .

Co ' S ' ¢
Preliminary discussions regarding ceremonies to open the new Los .
-Alamitos facility-began during Spring, 1971, In June, groundbreaking
at the site occurred and ogcupancy of the building was scheduled for .
July, 1972, A memorandum, "SWRL Open, House)Activities' Preliminary
Considerations and Notés for Discussion," was submittéd to the Direc-
torate in November, 1971. The memorandum covered various options and
details for holding speeial ceremonies and evenrsu

.The Directorate selected genenal parameters ‘upon which further '

paper, '"SWRL Open House Activities,' was submitted for review. Con-
struction of the new facility was {proceeding so rapidly that Laboratory *
management agreed opening ceremonies could be held'as early as June.

On January 17, 1972 Robert H> Finch, Counsellor to the President,
informed William H. Hein, Jr., Director for Business and dberations,
that he would accept SWRL's invitation to speak at the ceremgnies. '
June 2, 1972 was selected as SWRL Building-Dedication ‘Day.

"During,rebruary, the SWRL Advisory Council and.Board of Diréctors
reviewed the tentative plans. Subsequent discusgion among the Directorg
led to completion and approval of planning February 15, 1972. These
plans included a 'special breakfast for approximately forty persons.
-closely connected-with the development of the new facility; a foitmal
ceremony for approximately,200 invitees to be held in the main con-
ference room; a luncheon buffet for all invitees; and guided tours
through -the facility. On February 18, a Dedication Ceremony Event

Schedule .was approved by’ the Directorate and planning was concluded.
’ -" i

planning documents could be drawn. In January, 1972, a second planning '
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" Audiovisual Presentation
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" The Agenda -below was ,approved in Februar&, 1972,

SPECIAL BREAKFAST
‘Edgewater' Hyatt House

- DEDICATION CEREMONY

Conference Room

‘Welcome and Introdﬁctions
Richard -E.- Schutz
Executive Director, SWRL

Remarks , ,
Norman Sharber, Chairman
SWRL Advisory Council '

Jack P.- Crowther, Chairman
SWRL Board of Directors

: Addness , Lo
The Honorable RoBert H. Finch

Counsellor to the President

BUFFET LUNCHEON
Simulation Laboratory
CONDUCTED .TOURS OF FACILI?Y
Conference Room

4+
L

)

]
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Pl

e T PROCEDURES R ’
.?‘ - . From Febrpary through June, 1972, tosksnwefé;cér}ied out agcording
: to the Dedication Ceremony Event Schedule. A summary .of the tasks is
presented below in alphabetical order. Additional. décumentation beyond
the topical discussion and appended information is aVailable from the
L author. -
) , . . -
S T S ' ML
- Agenda . - )

A slide/tape ‘entitled "SWRL Overviem," depicting the organization,

program,, and- facility of SWRL was created for presentation during ‘the .f
. afteynoon session.: The narrative.was written opncurrentIy with the’

tour narrative.between March and May. A final version of the presenta-.

tion 1nc1uded 49 visuals and was ready for review May 26, 1972. The
. length’of the slide/tape is 15 minutes. A copy of “the narrat ve text :

is available.from the author; the complete production 13 avai able )
through Audiovisual Services. .

oy
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Breakfast = - _ ' S . o

- ‘Disgfais

’ 's ] . ] ~’ ’4\‘ v s N
The criteria used,to select a ;égtggrant for the breakfast

" included: . . R o '

¢ proximity to the Laboratory ‘

° 8vqilab' ity of motel ac&ommoggtfoyrwithfﬁ walkipg diﬁlange-'

-

® reasonable cast 7 e,

Kestaurants contacted included Sheraton-BeaEﬁﬂInn, Huntington Baach;

Edgewater- Hyatt House,- Long Beach; Holiday Inn, lang Beach; Rochelle's,

. Long Beach. The Edgewater Hyatt House was selepted‘in March, -Subse-"
" quent discussions during April and May pertained t04ét;%nd§qce guarantee

N

s

. and menu, e e A N
‘ S . ) . L
) ; S N

e
? P . -

Buffet .Luncheon , . ' :

The Simulation Laboratory was selected as ‘the *best location within
- the building to'hold the lunch activity, Decisions ‘regarding hot or
. cold.menu, buffet or seated luncheop, &tc., were made after discussing
the possibilities with gnqwledgeable'pe;sons. Catering-firms were

+

.

recoymended_ for contact. The'Casserole Catering, Ivy ‘House, Rd&helle's,b

d

Sorenson Catering, Swally's Restaurant, and Edgewater Hyatt Hoﬁse:pro-
vided information and ‘suggestions. By Mafch,‘qap caterer was/ requested
to submit a pricg for all arrangements includiﬁé}éhéi;qk‘tébleb, decora-
tions, food, serping equipment, and personfel. to provide a‘¢old luncheon
buffep. for 250 persons.. Casserole Catering, Swally's and’Ivy?ngse
submitted bids./ Based upon comparative price information., réfefences.
contacted, presentations, ‘and -an inspection of caterer premises; Ivy

. House received the contract. Letters informing the other firms of .

this decision were sent. . oo i
ot o g " - . . Lt 4 ‘ » . ° "
Cot S e e - ,
- Decotrations : . . : L -
~ - L. ‘ . o '

2

- becoratiOns were fo be limited tQ‘flpwers,sént voluntarijly by
‘. supportive organizations and persors;:SWRL colors of white, yellow,
.and black with logo would ‘be used where possible in 8igns, ' namé

. r
badges, etc. b ‘

’- . . ) e,
]

. -Ample‘spaqg in the Reception Area as well as the provision for
permdnent, moveable display fixturéds permitted consideration of several

" "~ types ‘of- displays. Building specifications included four large panels

B

W
-
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Y & . ¢ .
containing sixteen display%surfaces, decorative cubes upon vhich mate-
rials’could be placed were also part of the exhibit spacé plan. Large
wall display boards locgted at each egd df the fourfeen work areds’ .
*(open bays next to windows) provided v1sua1 surfaces far consideration.
Three portable displays cdnsrsting of two,two-panel and one three-panel
.units were constructed for'use during and' after the dedication, event. ’
Finally, numerous smaller bulletin Hoards~ and portable cork boards .
were available for display use. co ' .

.
T
¥

. Procedures for creating displays and writing the tour ' i' tL
narrative were carried out COncurrently. As tour points were ‘
identified and:a narrative outline was’produced display requirements
became apparent. The 13, focal points_ of "the tour would .requireé visual’
as well as oral explication. If would -be useful, for example, to .have
a'display of research documentation to assist the Presenter describing ,
the role of the Product Design Divrsion. Concomitant se1ections of
. roducts, materials, charts, and documents were made for' displays in
"the, Reception Area and elsewhere. . . Such items as-the Ginn BRP, LCS, ]
ph tographs of facility cdnstrﬁb{gon, SWRL reporting documentation,

Nished technidal volumes, and photpgriphs of children using -SWRL
\\materials were. 1nc1uded B

N . \‘
) LIRS - [ .
“ : N - RN

“u
~

-

Between March and‘May, nearly 100 111ustrations proposing material-

content -design combinations were produced before the most appropriate

ones Vere selected. Displays and their 1ocations*$§e depicted in -
Table l on page 5. Photogtaph§ as well as original illustrations )
nd other’ documentation are#available from th$ author, ~
4

()
.

. .:" " . o , ‘i' Y . . . '."‘
Emergencngrocedures o - . SRR R :

e 1
& ” Y, e
\ 14

[y . ‘ ¥ ! ’ R
X Laboratory management established emergency procedures prior to

occupancy of .the facility on May 1, 1972.. The Walworth. Security Service °

had been émployed from groundbreaking through occupancy. Contact with'

Orange. County and Los Alamitos Fire and Police Departments assured imme-

diate assistance. - Los Alamitos Naval Air Station officials indicated
they would assist.in-an emergency. Fire inspections and evacuation

R procedures were accomplished in May. Arrangements were made with Los
. Alamitos City Hospital for staff members or gugsts requiring emergency
tre atment

-
.

Dedication Day procedures involved instrucﬁing tile professional ,
"security personnel ‘as well as SWRL staff members located within and
. butéide the building about ways to assist and/or handle invited and
uninvited ‘guests. Discretion and tact were emphasized Unless. a
pérson were obviously not invited and intended to create a disturbange,

,:f' for example, security and’ staff were to treat the person with tie high-

AN “est.respect. Where there was some doubt about the-intentions of a
-&v

s
s person, he was ,to be courteously escorted directLy to the Registration
".Desk in the Reception Area where the person' 'g-identity’ would be ascer-.
tained by normal registration procesSes. (See Registration, p. 17)

,rl . . [4
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A ’ : L i r_‘ o - Displays - . - - o . (. ' 1.«.‘ .. .
. . . 4 . v el .
Y N ¥ . > o 4 ‘ - T , N
e T ; AR g : ,
* 7 A "1 bl FAr - ‘ - * . ;w ‘y . ‘v * t . ' : : % i . [N
o Location S T Déscription c . ’
b .. 5 N - { . . . " e . , - . . . R
- L - ! o P 4.L {: . * )
. ~—* v ) i ‘ e
s s Recepvtion Areq . e Photographs of Construction Phases oL L
. T IR ® Ginn Kindergarten Program . . “‘ »
c a B o . . .0 1CS X . —p e
o L e, e, SWRL Documentatj,on Examp es . ] ‘ L
: T T , & Published compendia e L. )
e PO ) ' M N ’ " f‘ " - ‘e Cat ‘
Library - . . ° . Microfiche Print O.Ut: . j' . e !
., : LY . : < ,.”' ! > '
o ‘Design Division " -" Product Design documentation 1nc1uding TN, ] "
’ {Portablé Panels) . ™, PP, TR papers.. . EN ) . V .
C+. ... Product Development . e, Instructional Product Devel pment ﬂhart .
) i Portable Panels .. e Projected completion dates fo producés . e :
‘ and wall‘ surface) VR ,currit:ula and systems by proces sing “ S .
e e ‘ stages : K ¢ .
. Co- T e ’ e’ Printed summaxy ciescribing BRfP deve opment .
R . " ‘including dates; tryouts, and otherg ' s 7 >
., » 2 3 ,/,,;” -5 e . . infomatlon e . B - - .n;
., Product Integration .. e User Support Systems Information AT N
(Rortablé Panels) e Training Systems Information R
- . T v,  @--IMS illusttated by sketch .and text - , W
» . ’ . A
- . - : » . »t
. . Learning.Laboratories 'J;elety-pe terminal and other hardwane
S g N o
@? * 'Simfulation Laboratory . Removable wall panels showing chalkboard and, ‘
& ! . - . + I8 ;t « * ‘
. ca o ) vigyl surfaces DR N ‘ ) ‘ s
“» .0, " DRS ‘ o Photographie col‘lage of school children using
S R LR s | SWRL matepials [ . e
Log i, o0 . . -
’ Film Editing - ~ y Bulletin Board showing tasks perfprme‘d film e
( - Cee T s in editing machine * "
- Graphics Studier . Storyboards, Bulletin Board showing e;volution
- o . T . of'a graphic ﬁrom concept ‘tojpublication * ' "
" <t ~, ’ . “ - i\ N .
Audiovisual Studjo_ . "Floor panel removea to show raised_ flo@nwtele- 7 o
BRI oL, - v{eion camera§ ~afid gther equipment positioned " .
Y - . . - in the audio .apd ‘\risual\ areas - e
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Location ’ Descfiption .
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Print Shop Board' explaining duplicating process, types
~of jobs, ete. Actual demonstrations of .
(‘ . copymakers, shrinkwrapper, stitcher. ¥, ’ .
Instrumentation One-of~-a-kind instnin;ents such as the pitch
C meés!.n:ement device and multiple tape high-speecﬂ
. duplicator, other machines, equipment ¥ . sy -
7 ! . ) N . * ) ' ;
* Mag Car& Room R Print-out eXpl?ining magcard capabilities’ \ .
¢ N - . , |
. Cdnlbuter Center Print-outs explaining operations, [MS, and
. - . ; : Vo
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" and Reception Area would alert officials inside the building of any

In cases where the person was uninvifed, but substituting for an invited ¢
guest, the same procedure would be followed as above, but with the -
additional step of getting aq&hority from a Director or DRS MPS to
register the person. Two-way radio contact between thgrpafking area |
actual or potential disturbance, Except for doorq‘used for the tour,

_all other’ doors normally closed and locked would remain so during the
‘def;l‘icatiqn. event, ¥

\E( - Fire procedures included alerting all staff members connected qj:h;,

the dedication program about fire exits, evacuating the building, and

contacting the Message Center for assistance. “The Message Center would
have complete instructions about calling fire departuents and alerting
Laboratory officials, ¢ Co

Medical procedures included instructing tour guides, presenters,
and persons located throughout the facility to inform the Message }
Center of the need for a doctor, ambulance, car and driver, .or other *
assistance. Directions in how to dr}ve'from the facility to the hospi- Y
tal were available in writing.. No effort would be made to have a .
qualifiied person on h:tz or to ascertain the presence of bhy¥idian3'at !
the ceremonies. Norma} first aid supplies wopld be available’ through
thekMessage Center, b

al
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Event Minus Oﬁe Checklist

| " ]
Concomitant tasks .requiring diverse efforts of many ‘staff members
necessitated maintaining calendar, alphabetical, ‘and ‘other files in -
addition to the task schedules and event sublists. OF inestimable
value throughout planning and implementation, however, is the Event *
Minus One Checklist, a tickler of essential details. All of those .
smallest details that would not otherwise get done unless written
down when thought about, were entered and crossed off'the.Event Minus
One Checklist. These items were constantly reviewed and eliminated
whenever possible, the day before the event, the Checklist was
checked many times with the intention ofﬁcompletigg or adding remain-
ing tasks. Several of the staff members involved, in -carrying out tasks ~
-reviewed the Checklist on June lstgénd ev ﬁnge ttempted to complete
as many of the tasks as possible. Before!léaving that afternoon, *
selected staff members again reviewed the list and considered addi-.

tions. The Checklist reflects the kinds of tasks that'required .- L
checking off the list that evening and before 9:00 a.m. the next day.
Copies of the Checklist were distributed to appropriate staff members; - .

each crossed off those tasks he completed.; The result was that several
persons checked apd rechecked to insure~aﬂﬁ verify that every responsi-
bility was accomplished. s

=
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Guides ’ ' - co . - /
Developing a tour for attendees included a cons1def£tion of how

to move individuals or groups through the entire facility. If left

to their owh'devices,'atteadees would probably v1sit some parts of %

the building w1thout seeing other parts. If presentétions were held‘ ,

.at 'various points.in the fac1lity, 1t\would be difficult to know when

to begin or end without some formal arrangement. Since it was desir-

able for, attendees to see the entire’ facility.and to receive presen~

tations, various guidance systems wére considered.: Altetnatives

suggested included the .use df\signs, arrows, color-coded maps and

floor plans, audiotape .recorders, and other" $imilar, arrangements,

Most of these alternatives did not, however, overcome the difficulty

of coptrolling the number of persons eongregating\rn one location or

' the amount of’ time spent there. the best alternative, it appeared,

would be to have = very“Structured, synchronized, guided tour in which

staff members would léad groups of persons through the building to -

various presentation points. Lf the number of groups equalled ‘the

number of presentation pointsg, and-if every group moved according

to prearranged sthedule, then absolute _control was assured.

' FolloW1ng the approval of. diSplays, tour narratiVe content, tour
route, and ap estimat’e of the number ‘of attbndees, it was decided that
13 guides would be. used. Eath would take a group of betWeen 10 and 15
persons along the tour route, explaining certain»areas of interest,
answering questions, and ‘fntroducing the Presenters” at. each ‘focal

_point. °The Guides would share with the Presenters the responsibility - 7

"for moving the-:grdups.on time from one point to another; each would
“also be given‘emergency fire and medical ass1stance in tructions.
* %
Members of the support staff were selected in May as Guides., Each

was given+a copy of the "Tour Predentation to Assist Guides, 'Presenters,’

which had been expanded to include guide commentary, introductions,
procedures, and sample schedules. Guides 'met. three ' f ’ o
times during the final week before Dedication. The first time, :
management secretary used the prepared commentary ‘while leading the
~»Guides along the tour route; the Guidest.were then.instructed to pracw
tice in pairs-until they were confident and knowledgeable wThe other

two meetings concerned using the schedules, synchronizing watches,

moving to first and final tour points, and closing the tour. -

- #
PR .

. L

b

Hospitality - . “»

**  Although numerous staff members were assigned to assist attendees
outside and within the facility, a few were charged directly with the
reSponsibility’of making the guests feel welcome and accommodated.

Four DRS professional staff -members were.assigned to greet invitees
at the door, to assist them to the registration table or message
center, to introduce them to other.guests, and to direct them to: “the

5 .
e
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coffee table, festroéms, corfference room, or other areas. Uninvited °
" persons exhibiting conduct.unseemly to the occasion would also be "~
'identified by these staff.members and a member of the security guard .
or directoftate would be so informed, (See Emergency Procedures, p. 4) . Lo
Three staff members were assigned to serve guests coffee and doughnuts R
“-from 9:00 until 10:00 a.m. / ‘ :

/ -

° , * ' One person was dfesi‘gnated to handle all iﬁcoming news media repre- .
s

entatives. His responsibility included agsisting them in registering, v
arranging for equipment placement and providing them with press kits,
Acquiring additional information, taped spee?éhes, photographs, inter- T
views, were also to be codrdinated by this individual. . - o - '

?

14
¢ ) . ’ ’
< 3 * ¢

Information Packét and Handouts - ' T e o ’

]

s

\ As part of the information program, a packet of materials and. ‘ -
handouts was created for distribution to the attendees. The printed
publications included items pertaining to facility, organization, .
institution, program, and products. It was.intended that thesefpubli~ o -
cations would be brief, aimed at a general audience, co:itainapl'iotographsj_

. when necessary, and provide insight into S'WBL's past achievements as well.

*  as present activities. A.folder in which to drrange these materiils was-

also designed. e .

| "

T

~ e P 3

1 . 3 Y

o

The ‘information packets, were placed on the Conference Room chairs |
- » | by DRS support staff ‘mémbers between the morning and afternoon sessiohs. !
' News representdtiveg,received the packet ypon arrival. Dr. Robert O'Hare . ,-‘
, briefly discussed the packets during the agternoon and indicated that
attendees would be ;’cquisring additiopal information items E;;iring'ths» ) - 2
tour. Two staff members were aasigned to the Reception Area I )
from 11715 dntil 4:15 to distribufe information packets to .' .
o persons not attending afternoon activities and to attendees wanting + -

additfonal packets. Following.are annbtations of packet ‘contes

b h

T Copies of these materials are available at DRS, - . AR A \
- .. . . ) ~ v 5 2, . . Y ~ N
o ! . « ) A : N
\ - '@, "SWRE Program Documentation" An annotated biﬁlli?;aphy ! N 3
N o including PP and TR documents produced dﬁring the past g o \\

S ' six-years. oo .
e "SWRL Benchmarks" A.thumbnail review of signifidar{t‘: dates =
Vo o and events involving the organization and developmért of )

. ¢ . ’ B I . . ) \ . oo L P , .
_\/O ~"Evolution of the \Facilit:y". A sketch of the major - ‘
planning dnd construction events nglated.to the new facility.:,
in descriptor and photographic form., .,k IR

: 5 ‘ B ° "
¢ '"The SWRL Kindergarten Program" A- description of: the recently
. " published beginning reading program in the form of a, brief. - » . 5

[ e % X CoA . .
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. media representatives,were selected and ‘sent a news memorandum a Ojt‘

b brief in which the SWRL program and related. iformation is
explained in laymdn's terms. )

Invitations ' . Cl ; - “; b

Commerc1a1 catalogs of imprinted invitations as we11 as-discussions . .

with persons knowledgeable about such matters revealed several poss1b1e
styles of invitation, RSVP, and Special_Breakfast return cagds.
style that was easily adapted to include.ta, sketch of the SWRL, facility—~
and use of the SWRB logo was selected. Using donated fgnds, invita-
tions and programs fwere commercially printed., Invitations were,
hand-addressed and mailed to 383 invitees., CoL c -
Invitees o o T T
During April and .early May, 383 persons regeived formal invitations
to attend dedication events. Invitees were selected-by Laboratory -
Management. on the basis ‘of the person or organizatiOn having worked
.closely with SWRL in-matters of organization, institution, program,
or facility during the past.. Although 'many more persons normally
would ‘have been included, seating in tH& Confererice Room lhnitedﬁpro—
spective Fttendees to approximately 230. A complete list of persons‘
invited is‘availabie in the Division of Resource Services. Foll ing
is a table depicting the group representation and eventb to whic ;
individuals. were invited. In addition to the invitees below, 25 ews

the event. ~ .

] ) »

letters and Enclosures . . DA | ﬁ ;
. A} I 1{ N
Several types of letters and enclosures were required to furnish
invitees with information about. the event. During April, 1972, a letter
accompanied formal invitations to U.S. Congressmen and selected federal
officials, Another letter in. eight varidtions with maps, agendas and

.other énclosures was sent to furnish affirmative respondents additional

information, ‘This was sent out regularly during April and May. For 5

those officials designating replacements who would represent them at
the "ceremony, a letter was prepared with enclosures to inform the
delegates. - . PO

e

On May 18, 1972, those 1nvitees not responding at all were sent a
letter reminding them of the event and encouraging them to attend;

. .appropriate epclosures were included. All invitees responding posi~-

tively between May 18 and May 28, 1972 were sent letters of acknow-
ledgemant with enclosures. .

. »
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. o .o . Dedication’ and . o
. "Group ) : Dedication \\\f?ecial Breakfast S

B <

. SWRL ‘ " , : - - ) ot
v Advisory Council . 6l .5

. o Board of Directors and Attorney - 19 19 N \

i . Directorate and Staff 27 5 ~

-0 Facility Architects, Construction - ) . C::;/]/ .

“Management, Engineers oo 10 . 10 ) ‘
A ' United States C;néiess .’ ’K 46 : ot - -
. % ‘C;ngressiOnal Staff Members ‘ 6 ' . - o L \ —
| School Ofﬁcials - L . s
Federal Officihls SRR - 22 “:
B Gévérnérs 'f- o i 3
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accompanied by photographs of the individuals when possible._ A matrix
dep1ct1ng the variety of letters and enclosures sent betWean April and

». July, 197“ is found on page 13 . . .

-~ 4

lodging ' , . \ ; _ o
/Several motels and hotels in :the vicinity of the Laboratory were

contacted during March regarding accommodations for out-of-town guests.
The availabillity of a restaurant nearby “for the special breakfast was
a consideration in selecting lodgings. Other criteria included reasqn-
able price ranges, access to airports. and tourist attractions, guest
services’, and clean accommodations., The Newporter inn, Sheraton-Beach
Inn, Holiday Inn, and Edgewater Hyatt House were conuacted The Edge-~
water Hyatt House was selected as the preferred motel' due to its
proximity to the‘Laboratory, its ability to handle up to 100 room

, reservations for June 2, and its accommodations for holding the special
breakfast, Edgewater_ﬂyatt House provided imprinted reservation
cards, maps, and ofher information which were sent to all out-of-town
guests, Personnel at the Edgewater Hyatt House furnished updated iists
of SWRL guists staying there $o they could receive messages. .

X Message Center X

Act1v1ty and information coordination was maintained during June 1
and 2 by a Message Center. This was a central point where anyone, meed-
ing information or assistance could obtain it,. Adjacent ‘to Registra~
tion and the reception-desk“in the! 'Reception Area, the Center was

. operated by two members of the support staff. Materials for operdting
the Center included an alphabeticag list of 'invitees, directories of
hotel# nd newspapers, news media and press kit 1nformation maps, air-
line schedules forms for entering\transportation and airline reserva-
tion resuests fill-in news releases envelopes, first aid supp11es,j
written}rrocedures for emergencies, and a d1rectory of SWRL inVitees(
.staying |at the Edgewater Hyatt House. Equipment included telephones
and a,two-way radiosconnecting the Center with parking, security, an
bu11d1ng maintenance personrel, . s 4

<« -
.

" The Centler\was able to provide directions to incoming‘vmtorisis,
mak§ lodging, transportation, and airline arrangements; deliver mes-
sages to at endees™ynd SWRL .staff;~and assist guests in filling out

news releas 1 . .
) ) |
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Name Badges and Holders R . ‘ o o

Commetcially.av&ilab e badges and holders were collected during.
March, 1972. Cldgh, “papet, plastic, self-adhesivé, and a variety of
printed ‘and sewn badges of diiferent shapés and- siZes'were examined.,
3 Few of' these were appropriate. It was decided‘in April that DRS staff‘
__members §hggld“de§ign a badge for use in a plastic holder.-

:

. .
B e ’mﬂ____w_, ' [EURRRITT SRS S e -

- Pwo types of badge holders were selected These were the slip-on
breastpocket and pin-on type. By using both kinds, attendees would be

4 v _able to chopse -2 holder best suited to his clothing The holder size
» dixctated the amount of space that could be used in desigseng a badge.
Badge design c0nsiderations included print size and quantity; - .
. paper and print.color; tise of logo, etc. Below is a copy of the
) printed badge designed for the dedication. Ce b ’
‘ . . > . \\‘\\ . [
N S T
|\ DVISORY COUNCIL ,
, . Mr. James P, Klley ST s
1 “'Associate Superintendent ' .
. , Nevada State Department of
~ . Education : . '
L SOUTHWEST RI',(;IONAL LABORAT()RY& J
. . | ] |
Seven formats f information were used to identify persons and \ N

~groups such as the L Board of Directors, SWRL Advisory Council,
’ News ‘Media, etc. ‘ -
. A . .
S N . . \ J
| * .All fill~in information such as the: name, title and organiz;tion N
.. of attendees was typed using an IBM Executive machine with a carbon
{ ' ribbon and primary print. Badges were printed and filled in during
' the final week before dedication. All invitees who-had not replied,
‘ négatively would have badges ready for them, Badges were arranged
in alphabetical order at, the Registration table during the afternqﬁn
of- June 1; both kinds of holders were ‘also on hand. o . ‘

.
. . .
. . .
> N v A . .’ ‘ 1 - M
. - . ' . ,

) News Media - ., . . R U '?' ‘ .
R ’
B N Preparations‘for news coverage'of tHe event’were acc plished with
J the advice of public - ‘relations répresentatiVes and the asfistance of an .

ational publicist and officials in Washinéton, DC. Since the number '

LR




‘ - . N o .
T of invitees was restricted by the size of the Conference Room, news - °
\ . media representatives were also limited. Twenty-four media representa--
- . tives were contacted by news memorandum a week in advance~of:dedioatioe. et

- .

l
" A Press Kit was prepared The contents included the information
; packet materials (See Information Packet and Handouts, p. 9) provided
.. other attendees and a ¢opy of Mr. Binch's speech. The "Taur Narrative"

uaé_also—avatlabiE"for"ﬁedis use, but not placed in the folder,

The educational publicist: who assisted in selecting media invitees"’
was on hand to greet and -assist the representagives at dedication. His "
responsibilities were to arrange interviews, introduce newsmen to guests, .
. ahd seé that the representatives were provided with press kits. If any
newsman wanted a personal- tour of the facility,: photographss tape! ~er, =~ .
other materialss he was to arrange ‘details with'members -of the.Division
of Resource: Services. ‘
"*For those’ newsmen who' preferred to sit at a table and write notes
'during the HedicatiOn, & pressroom-was prepared. The Film Preview )

€

.7 . Room behjind the Conference Room was outfitted with a television moni- Co.
<., ! tor, table, chairs, writing materidls, and ashtrays. ‘Telephones . ad~ , .
I jacent to the Pressroom also were avail ble for media representatiVES.. o
_( . N R R ' - Qro . , : .\-" .
L -7 In case Mr. Finch or other dignitaries desired to hold a ppess T ‘.

conference, it was planned for immediately after dedication ceremonies
/‘in the Conference Room. Other areas selected.. for interviews included y
... " DRS Conference Room 158, the open bay in front of the Rroduct Devélop-
» ment, Division Display upstairs, and in front of the product. displays ..
“in the Reception _Area; the latter two locations were selecg%? to afford AP

o television integxiewers visual discussion poifits. A R

) )t -

. ‘ v - 'k ’ \/ N J“
C . For reporters- who might telephone or stop momentarily at the N
< Laboratory, the Message Center was provided a list of the kinds of = ..'«

infbrmation and media available’ to’ newsmen following‘the event. ‘These
included audiotapes, videOtapes, photographs, touf ‘narrative,’speeches, . -
Iy a wrap-up news release, and program and product information briefs. }
Calls by reporters alsq were to be referred to. Publication Services R
! staff who would arrange follow-upeinterviews or send out .appropriate "
. information when requested. All incoming calls from. reporters were- A
to be logged.for future reference. A copy of the memorandum,,the '’
news releases prepared for guests and event wrsp-up are contained . .
° o in Appendix A. N ® oL L . N
.Y . . . . t . . v . ) ’ a
. : ! ’ ‘ " Q.. > a - 3 \‘ s ’
Fresentérs ‘ : Coe Y q ‘

Following the completion of the tour narfative,qPresenters were - R
selected for twelve of the thirtéen presentation pdints alon} the tour - TR
route. These members of the proﬁessional'staff would- explain the function ) ]

' . of a particular area for approximately four ‘minutes. Attendees’ could then = - .
){ " -ask questions for approximately three minutes before moving on to the next'
- pdint, The. thirteenth\tour point would be described by the Guides. I

° ' 109, L
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B < A\ . 3 , O . . ,
. .

‘ ' -
R Each Presenter was given a copy of "Tour Presentation to Assist
Guides, Presenters" May 15, 1972. During that week, the Presenters - ‘
i, walked along the tour rputé, each petrson making his presentation at the '
=TTt “appropriate point. Additional practice was gained during SWRL Family @ "'
< . Day, May 20, 1972, when Presenters made informal presentations to their
“families and friends.. Displays .were set up for Family Day and this was
the first opportunity anyone had to relate the oral with the visual’
‘presentations. Presenters,were able to use the displays. to advantage,
N and numerous suggestions for rev1sing the tour narrative were made -

PR 0 K i

follow1ng Family Day. “ . s ‘
" . v, . " , ,
< The Presenters met once during the final week before Ded1cat10n, -
, to receive instructions about- schedules, watch synchronlzation assigt- | .
. ing Guides, .and permitting tour groups to move on time. o S
a * " Lo : . N ’ N te "
Program ’ : \ Yl v o . . : , -

R - . ‘1 - - . 1) ‘ -

»

: <. S printed program “to be given to .all attendees was designed in. ,
conjunction with jthe formal inV1tat10ns. Most of the des1gn elements .
selected for the invifation such. as use of logo, sketch of the new . . Lo

! ‘. facility, paper stock, printing stylé, and tone of the publication « 7y o

would be ineorpérated in the program 4s well, ! Essential information: ~ | . -

. such as time, place, names of - -Laboratory and*other officials, agendd, . .

Iocator maps of the facility and recognition of organizations and per-
sons contributing to the success of the'buildlng program were 1nc1uded

kY
. Procedures:for creating the program involved discussions with per-. T4 ‘
gons in public telations, commercial printing ‘and cqﬁmercial design. -
Numeroug examples of programs developed for use by industrial and gov~

ernmental organjzations .were examined- duting late February, 1972. By.

-March the text ; layout had undergone seVeral revis1ons and were , ° ' .t
l. .. ready for reproduction. . ‘ : N ) ;
S .l . 4 " T -
f Approxima ely 300 copies of .the program were produceﬂ.in May,, o e
using donated unds. The programs would, be.placed ‘at Registration’ . o, o
during the aft rnoon of Jyne 1 for distribution to"each, registrant 5 P
CE N . ’ . . ‘.*’ . :(‘ 7. -
N o “ L “d .
‘Recording L oo . T -

After dec1d1ng on the kinds of d@ta ‘that should be obtaihed during ) .
; N dedication for subsequent internal and external communication’ use, . ’
. collection methods were selected. Materials: and equipment used ' -

v in the process of collecting oral, written. and noh-verbal event G .

o .data follow: . .., : T . S ‘
[ Visitor s Book (Registration) . : -
® Fill-in News .Release Form and Log (Message Center) ST oL
L Transportation/Lodging Assistance Forms.(Message Center) S e N
® News Media Information Request Log (Message Cenfer) .
L] Videotﬁpe of DedicatiOn Ceremony (A/V Departmept) ) A

Al » ’ o, " . . ~ M
. . : 1100 : Ty o et
' L . v a0y
- N - . . , .

.

, . . .

4 vt . . .
; P
e - SRS | ' :
' . v ‘ . Taa el '
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PAraiitex: provia c . * A ' . ,
.
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Geiianar VIR

:’,,I/rf,h‘

- f', .:,a Diréctdx woulgs

\,,“.",', ','/ . . f', : S
o - o Kudiatape of Dedication Ceremony (A/V Department):

~.® .Speech Trdnscriptions (Publication Services) .-

e 1l6mn Film of selected activities throughout day (4/V Department) o ™~

.+ @ “35mm Color Siides. of selected activities throughout day : ;o
SR N"L'(A\} \ D €pAar m.g%vm«aaﬁo j .
. ¢ 35mm Black and White Photographs of se1ected,activitiEs . o
et :A/V Depdrtment) + .
’ o Attendee/Staff Feedback About Event (Publication Services) DR

News Clipping File of all coverage given event (Publication Coe e
Services) . - .

\
. "t . v

e
-

:

. Registration . s ' Lo - Lo

. i - . e

. Registration of attendees was intended to be a very brief and .

< pleasant experience. To this end, advance preparations includeds” - , . * =

typing name badges:for everyone on the invitee list except thosé who'* )

J. declined; réproducing thé guest sign-in book in three sectians; 'repro- ".\' . L

ducing ‘the guest list.with names, titles, organizations, and addqesses A o

-¢ - '. in alphabetical order for easy reference; and having official programs fue e
.’e- and two.t;pes of name badge holders ready several'Hays»aheada

.
5

"In-coriing attendees would be able to.form three queues. according
- to their lagt name: A-J, K-Q, R-2. Each, attendee wouYd sign the guest
v e book, select a badge holder, tell ‘the staff member‘handling ‘that queue - ' /"“
7 his namne (badges would be spread across the table in alphabetical o
order), and.be given his badge and’a printed program. In cases ‘where A
theré wasino -name¢” badge already, typed, ché registrar would’ identify the ’ |
. person by using the alphabetical ligt "of’ invitees and give the infor- ' o
oY mation .to a txpist who .would prepare the badge. Selected DRS staff or A
summoned to authorize & person, to register when his
/™ name was not .an Zh e list of invitees, a i -

- .

: : fRegistration eguipment would include a primary—style IBM type- L
writer, to 67 %-3" tables, appropriate signs, standard writing and

. typing list of invitees, and emergency information. L

N N
i { « , o« "' .,’ T - . ‘ rhe

s Reforting - -, e : ,

'j . co To. provide’ for intefnal-gnd external accounting of Dedication

s e

. activities, .reporting requirements were anticipated and appropriate |
' means of collectihg dgta vere applied.' The planning and implemen-
tation memorabilia, forms, néws releases, Bpeeches, multimedia a
records, summaries, photographs ahd files would comprise the - b=
artifacts,  Formal yeporting would iinglude furnishing combinations of b
artifact mgtefials to Laboratorys ‘connected persans and selected

+ ‘e

T sudiences outside the Baboratory. Infoimal Yeport ing would include. R 3
furnishing informational shardsg that normally ‘result from poliection v
;~  efforts, tp persons ‘within and qutside’the Laboratory when feasible.;“” C /
:;. BeloW/uée lists- of report@ng instruments anticipated N
N " . . . L '
A * L4 <% ( . $~o 4;:’ ‘)g
4 . . f \ N u;‘ .
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. - v . . L
. o . ) ~ .
. N ¢
. F L. 7 -
° . ’ " * 4
- . . * K4 R4
.y *\ , [ Al a-
v ‘ . ' s ~ )‘ 5‘ * " 'A‘ "’ - -
, e o Topical» files of dedication event p1anning and implementation .
. . ‘ : forc internal use- , . -
. . N M i -

A

S Ded'lcation Da'y*Sunnnary.’bublication fbr'external distribution
.. ) ) . 3 . . ,’ t
N () Technical Note describi:ng planning and implementation for
o, - internal use . N .

' . Phot,ographic display for: use in Receptmn Ared”’ (- . o

. .
\ ’,,

. 5 , . e lb6mm *fllm roguction covering ma_]or dedication events fer
.o - ) potential int rnal/exterrta} use °~ . .
- VR t Y . ‘ e, i v
. v News release’ summarizing dedication ‘events for extermal
e AR distribution . ‘ : o
LR . .
" 0 Speeg:bgg_,and other J.nformation as requested by news media
v T, T . - R -P:_“m 3 v [N
9 : . “o.\ Letters thanking speakers and/g.tendees for their part1c1pation
. ., . - ‘. ’ * ’ - ’
B ¢ o V1deotape production for internal use :
o N A
. - . e Photographs take’n during, the event sent to those persons .
. ) appearing,in same N P . .
- . g - e Slide-tape production on evolution of ‘new facility based .
. =" Y on the "evolution" publication and other~1nformation derived
AR from dedication. da a . » .
wis edd .. .
e ¢ . . Up-dateé list -of La oratory-related bffic1a1s with correct
titles grgan’izatio s, and a‘ddresses ) ! n ?
= L ) Exploitaqién of. Ded c.ationz Day pro.cedures‘z “Foi Prmm.pai'
’i Day held Jane»19, 1979 and subsequent ‘tours for visitors :
s ' afid meeting- conferees s ., . \
s ‘- e » . : 3
« - S - B i , ‘,}
o '+ Signs and Placecards k R - o
* L , y . . ¥ '
v, FEREY

Lo ; Sign and placecard requirements Were amplifi:ed because the regular,

S+ 77 2 .permanént eigns identifying Laboratpty rooms WOuld' Tot be, installed in

i JLime for dedication. . Therefore; temporary signs ‘were prepared, using
commercial ,vinyl letters on gold -colored artboard. These were,fastened
to wallg, and doors with double-backed .tape, Following, is a complete

h list/ef/room, directiona'i miscellanpons indoor and. ‘outdoor sigms

' j prepared by the _Gra hi/wégg{o during May for' the event, )

I3

- X Room and Area den‘tification Signs' L .
Ty ’1 . . BN .
P ' ‘e I ’ LIBRARY | AR N ’» ," 4 ¢ v ’ '
“+ .+ - . PRODUCT DESIGN ¢ 1.14 R
h ‘ "aT ) L ’. 4 \ ,
. ) ' 112 - RS -
L 4 Fd 3 \\\‘ .
. .

EMC T . ) ‘. . - ‘ ' \\r’ i

v H)
\ \ L . - . :
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"+ Y7 = RESTROOMS

.7 R-12

> PRODUCT DEVELQIMENT . T B
FILM EDITING “ 4 A L
PRODUGT- INTEGRATION" oo L e,

. LEARNING LABORATORY ~ ~ . : I

- SIMULATION LABORATORY ., ' 7 !
DIVISION OF RESOURCE SERVICES - o

PRINT SHOP . SN o

AUDIQVISUAL STUDILO : ’

INSTRUMENTAT

z G’ SNACK SHOP ’ SE - .

% <o -

- ‘COMPUTER CENTER . ) ¢
o MAG CARD RQOM - S . -
BUSINESS MANAGEMENT = - LA o,
MANK@MENT ST
CONFERENCE ROOM , o T e

. 4 ' . * ;\, .
Directional-Signs‘ T v o .

AUTHORIZED PERSONNEL ONLY (for use, in corridors)

THIS ROW ,RESERVED (for firgt two rows in Qonference &obm)
- RES TROOMS, = ,
7o | - RESTROOMS

-~

. BUFFET —= ~
- ~—— BUFFET f‘ )
' ~=— BUFFET

R Y

Miscellaneous S:jb ©o, - L
1 " \ : © B
. REGISTRATI (for Registration'Table) CT s
bl A'J. ‘ t ' \ .
-7 'K.- Q- (for Registration queues) . - . 1/\

< I3 . . 1?!‘
. .
(PbaLed on §§andards near Learning Labs) a:

Fa

’ MESSAGE CENTER (for Message Center Table) .
" DIAGRAM OF LABORATORY (for Reception Desk)
SWRL LOGO/NAME (for Podium in Conference Room)

. \
Speeches. e . : \.

Plans were made to have the major.address presented by Counsellor

. ‘Finch wth additional remarks made by the SWRL Advisory Council Chairman -
‘and the Chairman of the Board of Directors. The Executive Director of *

the, Laboratory would weélcome the guests and introduce the speakers,”.
Since the Advisory Council CHairman was unable to .attend’ due\to ill-
ness, the Vice Chairnwn of thefCouncil would speak on behalf of the
Council. - , : .

115(—\:_' e
‘ . 3 ., .

SHIPPING*AND RECEIVING . ‘ L

" +..  NO PARKING (for. front of butlding) AR b
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o

- mal amounts of instruction and were not required to devote more than a

An advan¢e copy of Mr, Finch's speech was obtained several days T
before the event. The SWRL officials also prepared brief outlines of
their presentations. Although thése speeches and remarks weme avail-
able, it was anticipated that an audiotape of the actual ceremonies !
would be the best record of the speethes. Therefore, Mr. Finch's speech -
was duplicated and used only as part of the press kit égven news, media
representatives upon arrival Dedication Day. All subsequent use of the

presentations would be derived from an audiotape transcriptioh. )
- . ~é &

N ]

Sthff Support , NG
-, \

Dedication planning and’implementation were mainly confined'to SWRL
management and DRS personnel, although everydne a§Sociat§§ with the
Laboratory would prévide some support. Once the SWRL Advisory Couneil
and Board of Directors approved the agenda and program, deliE‘fion
Services CRC conducted a series of interviews with MPS and Directorate
members regarding the cdntent of the tour, displays, and other details. ¢
Subsequent activities sporadically involved Print Shop, Gr: phics, and
Audiovisual. personnel from March through June 2, 1972 in completing

detailed arrangements, s . ot '

L

Members of the professional staff and support persennell assogiated
with the proposed guided tour and related activities would eceivel mini-

few hours ,in preparation for 'the eyent. Management SuppOrt staff having
reSponsibiTities for the equipment, facility, maintenance, and vehicles T
of the Laboratory would contribute, heavily during the final days as )

every effort was made to\remove all undesirable traceé of re ent. con-

struction, painting, and moving fo o o’ .
. s : Al . > -
o { "' > / . ¢ ’ [} “ 4

. . 5 ‘ | - ‘ \
Tbur s ) . ' .

. | -, 4 ’ X ’ ‘ ‘

| ' v ! N t '
rﬁ An outling |[of the.proposed tour was comp ted in March 1972 -
Fifteeh areas he facility wer considered as presentation.points
Between March |

ay, numerous drafts of the tour narrative were | A v
cdmpleted using boratory program documentation, facility, "and equip-

ment specification » and interviews:with Directorate and MPS. Immediately
after moving into tthe facility April 28, 1972, the tour plans were reviewed
in terms~of the vigual-impact of the facility and equipment, the amount of
time ,required to ‘move' along the proposed-route, and the places where dis-

“plays and presentations could occur. By May 20 SWRL Family Day, the

Presenter s portion of the tour narrative was modified and ready\for
tryout. .On the basis of this tryout, various Presenters suggeste&
changes in the narrative that would relate the content more elosely

to the illustrative materials displayed at the tour points, By May

26, the Guide, introductory and supplementary information in the narra- '
tive was complete. Tryoutg revealed the tour was too long; two stations . )Q,X
were eliminated so that the lengtheof the tour was reduced to appro imately | .o
one and one-half hours. A final vérsion ‘of the tour was deveioped in- -

cluding introductory reuprksflnames of participating staff members,iand

location maps for use by staf:

. .
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Conducted touxs would involve conferees 1eaving the Gonference i
Réom .in groups /of 7-15 people with a Guide. " Each Guide would take' S .
i “her group to a e-designated area of the building where a Presenter « .
would explain wﬁht that particular area contributed to Lab operations.
Every eight minutes, the tour Guide would move to the next point on- . : -
¢ ~  the itinerary, - Guides and Présenters used synchronized watches and: , * '
a starting schedule to'insure that no, twb groups would meet together,si
. . at the same tour point,, ‘ _ . ' . .

. o m L.
’ . " @ : '

<o . . i
Transportdtion i ?' V!

Soméof the guests arriving and depgrting Santa Ana (Orange County),.
Long Beach and Los Angeles International Airports and those staying at.
the Edgewater Hyatt House would require transportation assistance.' Since
the five Laboratory stationwagons would be used to.carry many of the. )
\Sspecial breakfast guests to and from the Edgewater Hyatt Houseﬁ coumercial .o
vehicles and drivers were hired for use during June 2,°1972. Afl drivers |
operated under the direct supervision of Management Support personnel )
Arrangements for picking up and de1ivering guests were made via fwo-way . »
radio between the Message Center and & transportation supervisor.F Drivers
were instructed to telephone the supervisor upon arriving at a pickup | B
‘point to find out whether additional persons were waiting there. This ‘

»

. service was operated from 6: 30 a.m. until 7:30.p. .1, June 2, 1972. Y%

4 ¢

. Additional transportation services includéd making commercial ;'“*-~: N
air1ine .reservations, \' ) . o L N ./,“

» PN . . '
. - | C 4 > oo 7

, ;, /EVENT 'SUMMARY o S v s i/ ]

. ¢ . . N . . 1 |
¥ ’ e : : . \ T

. li

. " | ' !
‘ \ ‘ Dedication Ddy actiiities w re carried out on schedule and according oo
N tlo. the procedures previo sly described. X:y-nine bfficials attended ,u h
\‘ the @pecial breakfa tTat the\Edgewater Hy? t House; 164 persons registered |
0\\’ to attend the cer jonies- at the. Laborato < .

R ~7

‘/ M >
£y » » . [y

b At approximately 9: 45 a.m., Robert Finvh artivedfand was given a- N o
N - - personal tour of the, facilitv by Richard Sc utz and- Jack® Crovther, . o TN
ercutive Director and Chairman of the Bosr respectively. Accompanys': . A\
ing the group was Harxy Silbe an, Director of the NIE Planning Unit, N

-
-

. Ceremonies officially dedicating the new. facility’ commenced at . >
10:30 a.m, More than 200 persons, including many SWRL Btaff membera,
heard ‘presentations by Drs. Schutz and Crowther, and Mrs. LaVerne Parks, -
Vice Chairman of the SWRL Advisory Councii Counsellor Finc%;xhen gave
the major address. . s R § e

»
I R RV




o~

i

TN

" ° guests during the tours.

Following thesceremony'was a press conferen
- reporters interviewed Mr. Finch and Dr. Schutz,
national and 'local educational issues as well as points of information
related directly to SWRL and the new facility. Results of this inter-
‘view and other contacts made by radio and newspaper representatives

g

e at .which two newspaper
iscussion centered upon

0y

T Th oug%é:t the day, attendees used the Message g

‘would include news coverage in the Anaheim Bulletin, Orange County
. ‘Evening News, Long Bedch Press Telegram, Santa Ana éegistea, Education
Daily, and mention of SWRL on Los Angeles' Channel 5<KTLA television station,

* radio, station KGER, Long Beach, and in the Los Alamitos Journal oo

The buffet luncheon was served in the Simulation ‘Laboratory.* 1 R
Laboratory staff members were. invited to participate. Extra food was '
sent ‘to the . Intercommunity' Exceptional Children's Home, a resident -
school for the retarded, Officials at the Home, located in Long
Beach vere ‘most appreciative. ) . e -

The afternoon wap highlighted by presentations about the facility
and program, follawed by’the guided tour. William H. Hein, Jr., * \ .
Director of Business and- Operatioms, opéned the session by describing _ :
_the evolution of the’ facility. The filmstrip explaining\Laboratory — A
. organization, program; and accomplishnmnts was shown. Robert W. O'Hare, .
Associate Director for Resource Services and Produgt Integration Divi-
sions, then commented on the design and use of the facility.

N ' ~

LY

P
5 . v
-

“ Following these presentations was the one and ong-half hour tour . ] —
in which presentations wire made *at the Library, Produgt Design; Pro-
duct Developmﬂgg Producﬁ Integration, Learning Labotratories, Simula-
tbzn Laboratory, Resource Services,jFilm Editing, G¥ phi Design; Studio,’
Audiovisual Studioy ,Print Shop, - Ineru entation, an
Displays of producEL materials documents an%uchar
scope Jof SWRL's présent program as well zs future plgn

C ter Center. "
igdicated the | ' | \
8 gf particulax | I
ee. some (Of the = | J S

intergst yere thq specialized areas where guests cou
ﬁ t. components | %
¥ .

lates equipment and materials used in d
%or yo ts, ! )

! ‘

yeloping 123

o 1
A X"

- - ‘

ter\to ‘arrange
n and airline reservations.- Drivers were avaj lable to
pick up and deliver more than.25 guests ne
Center staff progessed 76 news release form
~ for mailing to h own newspapers. 5
< . ~ . S ;i; .
. Approximately 200 prbgrams and 180 1) ation édckets were dis- .
stributed to attendees during. the day. In addition, Présenters at” the'
Library and Computer Center distributed approximstely‘ﬂo handouts to >
Activities were concluded by 4:30 p.m. and
%ll equipment and. materials were secured, MR

) * ’
-

~ On the following Monday5\24 news releases summarizing events were
sent to natignal educational magazines and newsletters. | Photographs
* taken during dedication were display d on portable panejs in" the
.kReception Area; duplicate copies of Helected photos were sent with -a
- letter .to all participants whotwere ecognizable in—thegphotographs.
7

\\ 116l "‘ ,' ‘\! o e ‘,.\

118

htran?portat

ing assistance.” Message’
filled out by attendees .

. s
2 /

. +
" ~ o

o

.
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P IV o -

N * Staff members were able to see .the. videotaped h-i"gfxl‘ights;of"za‘ediéa-
, tion day on monitors in the Simulation Laboratory on three occasions . .

v © _ during the week of June 12.. Motion picture film'was developed and .. -
N . . rqi\ , N

) filed ‘for future use. . > < - A R

. * A dedication: summary. publication céntaining photographg and:des- ; ° ’
~criptions of activities was pr'eparedzuripg July \for distribuition to : » \
attendees. This publication is intefided to provide each perso . ,
attending the event with.a capsulized record 6f the occasion. - : T
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SWRL EDUCATIONAL -RESEARCH AND D’EVP}LOFMENT
4665 LAMBSON AVENUE l.OS’Al.A.!\HTOS CALL I\N IA bo720 TELI“)PHONE 598-76hl AREA CODE 213
e \ .
: S o
w?! . . .
- 1]
Maye8, 1972 > k
: }‘: L o :
) . = . . .
\_ Bill Coulton e
A’ : ,356 ? !
o~ s “ i ' . .
’ ) ' i . \\\f‘ .
. ‘ s )
’ ) " NEWS, MEMO ) \
// . Preéi&ential Coungellor To Dedicate, b '
o New Educatiohal Research Laboratory Facilities
. . Friday; June 2, 1972 4
\ - v .- .. 10:30 a.m. '
3 ‘4665 Lampson Avenue ° -
Lds Alamitos, Galifornia | -
~ 1 ! |
) . . . ! A
: - . Robert Finch, counséllor to Presideﬁ;/Nixon and formerly head‘of the
) United States Department of Health, Education, and Welfare; will be
the Keynote speaker at dedication ceremonies for hew facilities to
: house the Southwest ﬂegional Laboratory for Educational Research and
' Development. ) .
N \ s . ! .
. Commonly known as SWRL, the laboratory. (wvhich opered in 1966) has had
o : . o occupy severgl floors in buildings around thé Los Angeles area.
. “"The most modern facilities for research and development in the field
* _ of education now will be under one .roof. . , . .

! : . . . . .

) Press' activities available for June 2-:include;y (1) Press conference

- ‘ with Counsellor Finch, (2) Inverviews.with top officials of the labo-

~ ratory, (3) A tour of the facilities to photograph the very latest~ *
machines, equipment and techniques to be used to advance educational '§'
research and development.’ . :

S . lJ N , ' .
' " Attached are a map showing location of laboratory and aan agenda.

'

, « Available to assist in covering.this event {ill be Bill Coulton - ..
Tt €213-598-7661) and Jack Gillean (213-687~4341) -
’ ke ) ) o
- . @ - oy " < - -

LT

-~ .

¢ .- . - < Mays, 1972
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.- Wrap~up Story with Black and White Photos of Dignit\a\xries ) .
P ~ o < * . ¥ *
\t Audiotape and Videotape Bits / .o
8 : A \ - // . ‘s » 4 .
Summa%y‘ of ‘Dedication Events:: ' R v .
i Excerpts or Text of Mr. Finch"s Remarks i £y
. y ’ v , , o
Information PatKet about SWRL including: - . NG
. N B . \ .~ . . . . A
,  Higtory of Laboratory . ' -
Story of the SWRL‘Facility L N
. SWRL Progfam Description . , . /
;L . P i f . ) . - . . |
- C , SWRL Kindergarten Program Brief ) Y i o
S , ) . T ) \ : T
’ - Copy of Dedication Day Program Agenda, o )
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. .‘- (-4 ¢ ’ o . ) »: t"r N : ' h L hy ‘
.* - v ¥ vt N . B
" SWRL EDUCATIONAL RESEARCH{AND DEV%‘JIOPMENT
; L. 4885 LAMPSON AVENUE ws ALAMITOSP CALIFORNIA 90720, TELEPHONE 5987601 ARKA CODE 213 ,”
+ 7y . ! . 5 - !
’ - ‘ ) “ 3 * F O T
. < ' (J \)' ) ,
s ° ! ' ' \ * £ ’ LY
S For further information' . . oL . . St
: i 1igm F. Coulton” = . &9 ' FOR TMMEDIATH RELEASE '
. South est’ Regional Laboratory. S S A - . -
. Di\?is on of Resource-Services Also avdilable:~ . v -~
4665 Lampson ‘Avenue” ™ . . 4 . . : } .
i . Los amitos, CA " 90720 ‘ e Glossy Prints °, 1 o
- C R ‘ S  Literature - = < o7
A Telephone: (213) 598-7661 : ) “Videotape . - ) o
’ ) > s - ‘Audiotape, ' .
R r - , . Mr. Finch's Speech LA X
- L lﬁ ’ N ‘ ' ' M L. “
/ i ] . ' .
~ ' COUNSELLOR FINCH DEDICATES NEW SWRL FACILITY » , )
- A N I ‘\ ’ L ’ o t | e [ ) d
. : /‘. S ‘ N BN - N\ "3
. . ~ L . - :
< /Dedicatiori ce‘remonies officially openjjng the new facilities . 2
/ ..
* . ’ of /Southwest Regional boratory (SWRL) at [Los /Alamitos, Cali.fornia L ]
/ ’ ' 3
4 ’ were held June 2. Mo e than 200 officials/ of overnment educati71 T
\ % " < ‘ N
business, and industrx attended the event that was highlighted by :J
o | . .-
ti:)urs‘of~ tl;e facility and an addre§s by Robert H; Finch, Qounsellor o7
SR ' to the President) = . \ - "fff , B )
b ¢ : ' : o ) S - . .
- * ) ) ',. ¢

The Laboratory, v}hich pperates solely in ﬁhe public interest Do -

o

with funds from the v.Ss.’ Office of Education, produces research=

"based instructional products for use in the Nation's schools. SWRL o .
OO Lo N ' e T -
, « »has been@in operation fearly six years and bas several reading and" )
K . early learning products in usé with children throughout' the United - w0, ‘ )
St’ates. . S R . .
’ . ° | A s e : . S e
| ) ,' Finchr -“who was Secretary of the U, S Departtpent gf Health . ,,' , T
f.!‘ . Education,l and Welfare when the plannfng g@r the new faciliey was o
o ! ’( . oo { ' ‘"'\ . : A ‘, «(\
%ﬁ“:‘ ‘J“ . . :, ‘ "‘\ " LI L (MORE) . ) . PR} ‘; | X . a-. \‘.
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" completed undgr the Cooperative Research Act, it is the first -

' of f-campus faciiitv"ever constructed exclusively for educational

— -

’ this, can provide an 1mportant interfaée between the public amd

. educational research and develop@;nt equipment including computer,

.

-y - Ve .
, lities and Engineering Construction Agency within HEW that has been “

’ v

COUNSELLOR FINCH DEDICATES NEW SWRﬁ'FACILI&Y
Page 2 of 3

’
begun, noted: "Not only is'this SWRL, structure the first to be
b

research apd development. Only'a‘medﬁanism, an institution like

private sectors." ' 2 o N : W

. -
I

.

¢ The new 88,800 square foot building, which houses ‘the latest
? ’ .

, .
»

television, simulation, and learning 1abo§atory'faciIfties,\is' .

located'on a 12 acte tract -that was fornerly pant of "the Los Alamitos .
AN . ¢

Naval Air Station. /Dr. Richard E Schutz Executive Direttor of SWRL - 3%&&

1

emphasized ‘Counsellor Finch's role in obtaining the facility. "SWRL

.is-indebted\to Counsellor Firch.for his initiative in taking personal

/

action to release the Cooperative Research Act apprbpriations that
built the facility we dedicate»today. .He also establishedlthe Faci-

.
< f .

so;helpful to us in achieving cost savings in- connection with the

Ef 2 . - - ) - . . ;' 2 ' N ..
tonstruction," Schutz said. v S .
; . ‘. P .

Fa Mrs. LaVerne Parks, :Vice Ptesident of the 68-member SWRL Advi- ) .
sorv Council.that repreéents the interest of citizens' if Nevada” '
California and Arizona, stated that the new building."will perﬁit . ¥

T . »
SWRL to increase _the scope and sophisticatigp of its R&. I find

the fact that, the SWRL Kinderganten Program will be used by mére . *°

than ten percent of. the’Nation's kindergantenwyoungsters next fail

\ '
. ! -
' . P )

.

. particularly gratifying." ’ .- X
¢ ' i ,. 124, , ' . J/ ‘
Lt | e . . ! L
' . . . | (MORE) [ ' - ' } ! .
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COUNSELLOR FINCH DEDICATES NEW SWRL FACILITY : A

)
! - S e
s » i . . <

. Page 3 of 3 , ' :

.. Speaking as Chairman of the SWRL Board of Directors,
’ L z i . “ R

Dr. Jack Crowther.stated that SWRL has been important because of ot
the quality program it provides youngsters in the 61assr96m. "And
. I don't think,'" he noted, "that what SWI{L j:s‘ao‘ing ¢ould be done

e ——

. by any other institution--not by ‘a school district, pot' by a unie"

versity, not by a business.' . . N

L3

- ' ) ‘

. “The Laboratory has a staff of 200 préfessiona_l and support

)

personnei including specialists in reading;' linguistics, psychology, -
; i [ v , .

computer science, as well as in all areas of professional éducation.
1 . , .

-
[ *

-

Artists, engineers, writers, editors, and telecoxinn\unigatiofl\speqialists )

-
R ! -

|
qré also among those-working on the Laberatory's scheol ’,pz"‘o‘gramg. < . )
|

o -~ 2
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Robert L. Christense‘n and William H Hein, Jr. .
s - s

of an educational research and development: institution will have a

OPERATTONS STUDIES - CUSTODIAL AND GROWNDS MAINTENANCE SERVICES FOR
AN EDUCATIONAL R&D FACILITY (TN 1—75 Ol) :

V 4 N
’ e Working Paper lO

} ¢
.‘ - ' e

The physical appearance and condition of the facility and grounds

¢ A

P

>

direct effect: on the productivity and efficiency of ‘the institution 8

staff.
understandably lower if their work environment is neglected, and unkempt.

} By
The morale and .x'notivation of personnel éngagaed itr R&D will be
- ) ‘ . » H

—
F}
N

On the other hand,* clean and well-kept work surroundings will -contribute X

‘

w
*

document describes the an_alyses.performed 'by SWRL Educational Research
. \

’

toward higher staff, productivity, lower turnover of staff’ and jthe - '

institution 8 increased ability to recruit more abIe personnel. This ;
‘ v P e

nd Development in determining its requirements for these .services and_

the relative advantages and disadvantages ofiproviding the services
N > .

through-outside co?itractors or the institution's own 'e'mployees.‘ . :
. .. i - . . [
. . . . !
! . / Institutional Characteristics .t ‘ o
. Lo Y . ) ) . .-
A consultanu/,' was retaineéd to aid the staff in making the necessary
. M CN - ) LI )

L

-

analys’es; and determining the preferred ’method of perfo'rming the services.

The first step, thenefore, was for SWRL to ,identify for ‘the consultant . ‘

[

those institut.ional characteristics that wofuld be controIling or at least
” > 3 >

L

The inst'itutional .

2 ’

influential in determining the’ general nature of the services to be

performed, and 'tshe preferred method of’ proyiding them,

characteristics that were identified and the resulting general specifica-

L4

3

tions for the services’ are as follows. - ( .

& .
a . N . .
4 1

.
LA} ’ ’ « 'l - >, ' . . -
' ) 125- - ¥ ' . ' '
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Because of its unique organizational mission and high .visitor

visabiiity, the SWRL - facility and grounds must be provided with

< a high level of cleanliness, sanitation, and appearance.

PR

-

-

This: .

requires that the equipment and supplies used for this purpose

be sufficiently effective to maintain the housekéeping standards /

>

that 'are developed' Moreover, the personnel providing the

“

services must be reasonably skilled and experienced in their .

i
performance.

J

a

NS

Because of SWRL s\reliance on scarce public funds for program

»

5

1

W

. support, the.housekeeping program must be efficient and economical.

Each proposed expenditure is:t

Federal‘contracting officials. .

subject for-negotiation with .',,

.

A

i

-

AR}

¢

/A

conducted by SWRL, the houseﬁeeping sefvices must be reaspnably -t

flexible and adjustable to the varying service needs of the R&D

staff.

£

.
¥

‘x

f
'

|
!

-

o

-~

o

}

Becahse its facilityﬂ equipment and'grpunds are’public property,

|

SWRL must beﬁprovided with a housekeeping.system that avoids

' , €

w

»

dmmage to materials, extends surfacellife, and protects equipment. !

Becauge the. quality and quantity of/

. can be l ered b§ disruption of R&D

i n

[ e

outcomes of SWRL actﬂvities .

'
*

activities, the necessary

L)

[}

-

4

n,housekeeping seryices for|

T




The secohd step was fo
and specifications, those p

that wouldlneceséitate specific types of services.

“»

;Faéﬁlity and1Grounds Featurts,

o

'

~

“

cluded that the new SWRL. fac

maintenandé efficiency.v The

.

natterns were well laid oft.

[ . .
and painted surfaces.’

1
B

T

Daily- Se

The remo

s ,4

>

the consultant tq identify from the plans

ity included many features that‘facilitated

and the building air cond27ion d with large glass ‘areas.

¥

f

‘ % ..
ff the facility.

& .
ce (5 days) :

‘Vafuum all traffic

‘_S:otTclean rugs and

A

F

L

-
-

nes, entry ways,

barpet.’ .

’

¢
'

.
Al

and torridors.

.

sical features of the facility and grounds

<
The consultant con-

¢

.The traffic
e walls and ceilings would Be paneled

1 of litter and debris and the use of

'ihe.results of this effort

jority of the floor spate was.to be carpeted,

{

pased on the apove institutional bharacteris—ft'

—c

-



1

- . R et

.

g " Mép and buff all composition floots {n lobéies torridors, and

lounges. -

+

. Remove black. and scuff marks and stains from floors in the
above areas. -

A

e Dust mQp all composition floors. ‘ .

’

bust all flat surfaces such as &esks, window ledges, office
furniture, and equipment. .

Empty‘and damp wipe wastebaskets, disposal cans and other
receptacles. . >

L] ’ . / :
Empty and wash ash trays. ) /// " S
; Empty pencil sharpeners.
! " Y

' Remove all fingermarks, smudges, carbon gtains, étc., from desk

A tops. ", ¢ Tt *
) . -, _ e
) Clean drinking fountains. S . .

Clean and service all sand rums. | ' -
! a,

/Clean all meta{/work in elevators, en rances/;nd ha?d rails.
. Spot clean wélls, voodwork, baseboar s, g ass partﬁkions, glass
doors, and éntrances. ) /f

~

>
H

‘
’

. Sweep staitways as necesdary. : ; L

oot Wash blackboards\that are cleanea of wrigﬁeﬁ work aﬁd dust
; chalk trails. : '

\ .
. ' _Replaée burned out lamps. = ,. - ,l,f -
. ’ ) \\ / ( / / \ »
. il Restrooms . \ . ; A
Voo S
. L Scrub and ssniti£4 floors., . . ! R .
) ) a

' ’ T

' . Clean ani sterilize both sides| of toilet
. . N . ) / . 1
\ ‘ Wash :}ﬁ ﬁirrors :-d spot‘cleaL jartiti'ns. .

., Wash

L containers.

\

. . 5

d po ish tg i*et tissue, p

per t el and sanitary napkin

N
DY

A

129

128‘\
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. t Spot walls. ~ - - .‘ ‘ ’ .

Fill st;‘alp/,;o’wel,_‘fﬁffé‘t*tissue, and toilet seat containers.

T
) . . ¢

e . ‘ -
- * ¢
X ey ' 4 ' kY

e ~ . ' , «

Vacuum all rugs and % o . P
Wash t}le walls in restrooms. . . ' ‘.

LI Y

Dust /low ledges, ouldings, door and window casings. oo, \

. Clean icture glass and dustﬂframes. . - N

, ‘v ‘Clea ‘telephories. . o o e ’
4' Monthly;Service o y N | o ‘?\‘ . ,’
/ ‘Clea and/ polish "all wood furniture. . ‘./ . h
‘.// ‘ ’./Hi dus st all areas, including air conditi\oning'vents, fan/s ) egc. - '
f “-~:. ' , Vgcuum aéil draperies, fu;rxiturel and %cornices. ‘ ) - ";_: O . @;
;"f ) ,' Dust wood paneling. <o * - ) t - - f 5 -
/- Clean, wak, arldb buff all composition and tile floor R o
\ -/ ,maintsin good ‘appearance. _. b A - 4 /
3 ‘Yearly S’efvice , ; oL e ¢ v ;%.‘A , ,i‘,, . |
.o / e & - "
Shax}poo all arpeting. , . ( , -
. Window ﬁashing Service ¢ , ( - ¢ S
'éhe fx;equenqy of wi:ndow cleaning should be four times E lear; o
o fof interior and r.'xterio;: cleaning. RO / - ] {I ' :
"Recognition of A Service F,actor L } { ' e | " : 'f
In addition to the abc:ve services provision for a service - 3 oo ,‘i:
\ / factor of eight (8) hou‘gs per day-shou qu made to perfom t;he,,l R - 3 x:
\ : follmfing serviceg: |, | t, f'”"’" ; k‘ o "\ .5 | .‘\ f/’.\:.* (
\ . o Set up chairs, t\ables, equimant,/imd‘ audio visual materi ls. “ N \' ::‘\";:"
‘ ' | N \Receipt, storage snd ’hauling of equiplgbent, msterials, snd supplies. ,/-\F ""
5 | wot 129 E “x
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+.© . _ .Replace burmed out lamps. - - .o o
B L S . ,\\ ) T
Spot clean emergency spillage. ¢ }

'Emergency restroom service. . @, .

: * * Inspect for. ‘and identify safety requiremen’ts.. i . .

s S " Refer maintenance ‘needs such as plum ing, carlejtry, and
"~ painting to facilitie nager. .

\\

.

v | " Pérform related duties .as reqtﬁ“redj

Y

. ‘ Specific Groi,mds Maintgnanﬁe Reguirements :

‘ : Fh‘eh* the specific services rehuired ito care for the grounds . '
: o \

o ! and the frequency of ‘their perfonnance was_determined., , ¢ i1 [
. A .
.o Daily. Service (5 dayAl /? : .

‘| Sweef) and hoge lobby entiances and sidewalks. o

L , Sweep parking lot, walks/, and drives, S
- ; .
. % N R
Pick up, and dispose of tter on grounds, p1anted‘ areas, par ays,
P ’ and arking areas,

o, E Water and* weed lawns and pi’anted areas, -
{Clean oi and greas,,ppots in parkir}g areas. ' . . /

Adjust, oil, and 11ean poger tools ‘and equipment ‘such as mowers, 1.
edgers, 4nd sprayers, : : e

‘ . Maintain, adjust,- and repair sprinkler system,
N oot S v

Weekly Service . : o R .

f N ‘ , N T ’ , ) i : . B
= . ' Mow, trim, and edge lawn areas. - o . ra¥ \ ;
i : ‘_Clean up and remove all debris resulting from the gardener \ \ * ¥

' service . \\ ‘ , roe :

Mix poiéons~ dusts, so,i y and fungicides. - S %




Hose ~walks and drives.

I L Remove leaves, limbs, afnd plants. ’ /o, .

L . .. . ; / P - P /
o " " Seasonal §ervice / K 4 o
o - . Aw [ o A .

- Fertilize and recondi}ion lavms and planted areas..

Aerate lawns. '/J , ’ ’ \ :

[ b ”
~

Recondition equipment, Co- /

v

[}

Spray, stake, cultiyate, and prune,

o ’
- ’
< N . /

Comparison of !Contréct Services vs. In-House Waork Force / l N
; ; / |
ving determined the type and frequency of "specific services to be \\
: ' . | . |
- ' perforned, t was then nec ssary to make a decision as to whether tl*!le‘
. ' \, !
services would be.pbtained/from outside contractors or an in-house work
. ' A\ .
BN : ! 4 \ ’ s . - i
N force. The fifth step,%then, was to identifjthe elements that were to be |
. |
incorporated into the housekeeping program in addition to above services, ‘
AR - \ |
\ regardless of the method /selected. . N J‘
o y { L ;f
/ 1. A policy statement by the institution's managanent requiring /
, participation/ f all staff members in the impbementation f)f the /
A / ‘ housekeeping /program because of its importance.
o 2, j A statement//:f the basic cleanixng\objettives and limitations of (
X / | the progran/ , . SO
A 3. A plan for staffing and, financé\ng the housekeeping activity,
/ L 'N
" 4, Provision ggr training gnrsonnel which Wwill result in highe ' .
/ productivi/ N [ )
S I
] 5}, Provision for the proper s}xppliee, toqls, and equipmen including T
;o " mechanized pquipment. . el ™ E :
.l / /-/0 . \ t \ P ‘~{
’; .0 . 6. A\planned reventive clegning aintenance program 4ncluding . !
‘f ) speciaal cleaning projects. n\ % - o




Contract Services .

The sixth step was to describe the advantages_andﬁéisadégntages of .

//‘

contract services for SWRL.

: \

‘

Advantages

-
3

T

4

4

-

1. The cost of housekeeping services can be signifioantly less
where contractors' salary expenditures are lower because of

their ability to utilize supervi personnel on several
contracts. <:ijii>2

Capital investment and replacement costs of housekéeping »
equipment can be ‘avoided.

v\\?,
N v T
3. The use of contract cleaners may avoid cﬂZ_EZEE331c§ of the
institution 8 negotiating union salary and working
conditiohs. . .
4. Hazardous jobs such as outside window cleaning,woverhead
, cleaning, and other special jobs may ‘be avoided for regular .

*

staff cleaning personnel. =
v .
,-5. Seasbnal cleaning jobs may be performed without adding,
/ ' permanent staff to the work force.
{ 6. [Administrative personnel do not have to be concerned with

the day to day problems involved: in a‘housekeeping program,
. . |t
' 7./ A cleaning contract can provide a fixed-dollar figure for |
, _ budgeting purposes.’. : ( !

f N
Disadvantagés E ’ w > T C i
’ ! :Q " ' : xS se *
] 1. With some contractors, thelquality,of cleaning tends to
v deteriorate because it is directly related to thefr. costs
‘ and profits. . ¢

n ‘ N
, . 0

2. Dirch/accountability 4nd management control are lessened
! ‘because the‘personnel performing the services are not a part
- of the institution. . / ‘ , g

-

I3
RO I

Flgﬁibility in*meeting day to day gonditions may be lost
because of contract stipulations and the cost of providing
extra eervice, ' . a / .

%

(:,‘ ‘,‘b"?Q ¢ -

"Contract-personnel may not be sufficiently security conscious
to meet the institution 8 requirements. .

S 183 X

B2 . S '
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/ 0
/ _,/,*’9

v

.In-House Services . o Ry ’ %

/oo | 2

b - 7

’
- 3 e

The,pfeparation,of‘satisfactory biddiné documents and " , S
' contracts ,to obtain the services from reputable cleaning . e
firms is/complex and difficult. v L L, ,
6. Interdepartment liaison and cooperation in meeting y
& iﬁhtitutij;;i housekeeping objectives’ become more . } )

¢

difficult./ , :

7. A change’in contractors disrupts the continuity of services - o
and routines that were worked out with previous contractofs.

-~ PO
- ’ ’ AR

B R /

.

The seventh step was

of providing the services with the .institution's own forces. ' Coe

¢ 1

to identify the advantages and aisaavanéages
/ ©

i . , . ' 8 .
- 0 A 1

Advantages e . . )
’ . ' ~ ‘ D\ ) ce

. 8

.

; ‘_;:_:;Qﬁf‘CépitaI}oﬁtlay“f r nev equipment and replacement can be
- ~ Trestly. : f - "
. ‘ |

1. .The housekeeping function can be established on a more, -
. economical gnd satisfactory basis when the institution's. __ - '
. management takes an active and personal interest_ in the o

| performance of the employees Yroviding the services. T . |
: l

2.: Housekeeping functions can be controlled more effectivély
| by the organization's own personnel. . | / |

h ' \ <

3. The quality of hqusekeeping can be raised significantly T
by showing employees of the insfitution that they are
contributing to the R&D program/ by providing-a high .
level of services. : . . L ‘

!

S

Management can cohtrol\indirect costs and the quality of
materials used more éasily.

Related services, in addition to the regular housekeeping ;
functions, can be provided to meet day to day needs. . i

[
i A}
. N J

IR
Disadvantages ; , . - . , -

M
M «r
.

. / .
1. Housekeeping costs will be significantly higher if the- ! o
.institution's management considers the functidﬁ-unimportant " -
and allows the facility's con?it%on to deteriorate. — ..
¢ ‘a ¢ N - » &£ A . .
2. The assignment of udékilled employees to housekeeping tasks
will result in unacceptable .physical conditions.
¥ !

@




[ed

.

4., Personnel blem resulting from. thrnover, absenteeism, and
. . . . low morale on ‘the part of unskilled’ empldyees can be time
/gonsum g and costly. i .
. £
HouSekeeping programs ar systematically reduced in periods
budget trimming often /With undesirable results apcruing

S
A

. over a longer term. - .
) i N oo ’ i l
. COmpara ve Costs : ’ ¢ . ‘/' N l
@ v ’ N ° . )
The eighth step is to compare the direct costs of the abové/two '

=)
methods of acquiring custodial and grounds maintenanée sef%%ges. Invitingl

M % / L]

competitive bids is the most accurate way of determining the costs of

contract‘service (Attachment 58).. However, this_ mefhod involves the i
G ’. '.
expense of the bid preparation and issuance by the nstitution ‘as well -
Q L4

as the cLFt of. estimat%ﬂgLand bid submission on the part of the bidders.

It would be'a poor public
purpose qf'estipating cos s. A preferable Pethod 1s to utili e a,cdnsultant\
, to’ gather pertinent datalin a for% similar/to Tables 1, 2 /and 3.. And the

institution can utiﬁi;e public surveys Lf the salaries paid by\i‘dustrial

N

firms to émployees perforping custodial anf gardening services to determine

elations practice to invite bids metrely for the

/ the approximate costs of Providing the se ices with its own empldyees.

l

1#?% data resulting fro#’ uch an ‘effort cohld be arrayed as“shown in "~ ‘x;

Tables f and 5. To th}s would be the costs of the necessary equipment .-” .

w f-l

and supplies (sée‘forze?ample Tables 6 and 7) and window cleaning whieh
) R

world probably be contracted out even with an in—house custodial and gardening

b
S i
work force. R ]

" e ' / * iy ‘ - ‘
' ‘ /‘ . ' « / L, )
/' © e ! Conclugiph ' g
[ ! - ! '

Jhe deeision betbeen building an, in~house maintenancef a ability—or

N

usin& outside .contractors should not be based- solely pn th mpari on’

ol ‘

i .




LY

L

Of great importance are the relative advantages and

»

-

of .direcf: costs.
disadvantages Lf the two methods of acquiring the services, all of which
have Indirect cost consequences’ that camnot be easily quantified. Indéed,

Vo=

the costs of quantifying the other considerations could quickly exceed any
In SWRL's case, the estimated direct cost

differences in direct costs.
of contract services was approximately $3,000 a year above that of in-house.

L's initial decision, then,-was to utilize contract services because of
very

'
\

the advantages set forth above.: To date, contract servf‘as been

satisfactory because of the quality of performance of the present con-

tractors. )
. !

~ \ )
/ //‘
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* ’ T . . K . -
: . S Table 1 _ (. ‘
& . ) . " b v '
- . tty . . . D
N e s ’ * . ! » ,( . r ‘_ -' ‘e
. Custodial + Based on Existing Union :Contract Agreements oL "
- (‘ . - ’ . .ot . ":o‘ . .~
. 4 . ’ I T t ©
N 4

.
4 .

.. JHpurly ,Total = .
Per Month... "%/ Y

>~

Co ) Hours Hours - Héu;:s
Per Day Per Week,  ,Per Month ~ Rate

- y v

. * Classificatiod ,

* Foremdn' (1) 8 4 . 174 s . % . ,
»+'Janitor “(5) . 40 200 . * 870 . -$ . )

Total Labor .'
; . . ¢ I

é Overhead, Supervision, and Fee - _ % of labor , PR RO
N = '.‘ ) . . ¢ . o \ . o X .
Payroll Taxes - _ % of labor - " oo :
. * ¥ . . : ® ‘ ot B v ’ 4
N ’ - ’ s . . d
’ Insurance - __ % of labor- . C e o
- . * * ¢ : . .
- Health’ and Welfare - § per month Per employee e .
. * _-—
Pension'~ ¢ per hour " Ly ¢ : R
* - . } ] . D—
- \ . “ -~ * " “'
Vacation and Sick Leave - % of ldbor *
- \ . \?‘{ . < . " . . ' - . .
* - 8 - ~ © 8 Y
TOTAL PER MONTH T v ‘. . S -
- * h‘ * ’ ¥ - -&’ . ’ *
. TOTAL PER YEAR - ! . o $ )
. " . . pr—r — Y
. . PN ’ . ’ '3
~ . K. . ‘L ' . . - .
.’ ¥ .)‘§ \ t‘: . NS j . o “.
q a » . .
- , : . ’ ® prs
> o . I
. .
! - * - . ’
/ . N . o L8 R
J ! i . : . @
! ) " v
| )
. . ! < ) i
. A ' 137 ) 1
< ' Iy
. 1 .
. 136 f v . .
! 5 “ . -
- o . _ ' \ e . o P - PR T e
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A
! . Table 2 o , ’ .,
Gardening and Grounds Maintenance - Based on Public Survey of Union Contracts
s R - I P . ) ‘
v - T H : » M h DR .
VT Hours Hours Hours .  Hourly °  Total 2
.* Classification . Per Day’ Per Week Per Month' , Ratev Per Month .. N
¢ ' . ; ’ 1’ B Z. .
. Foreman (1) 8 . 4 /S S T L
(Gagdener (2) 16 80 38 8 ‘
o - A’ ] . ' ’" - . . ’ . LR v
. . | . . , -
Y . T Labor . \ V I < $ .
. T , | D | :
. | . s ) g ) -
Overhead, Supervision, and Fee - __ X'.of lgbor
. ’ (. . B . f !
*Employee Benefits = __% of labor o ; l
(’ . . ., 7 * ' " ‘. ‘ . ! ? y
. . TOTAL PER MONTH : . : $ '
- - . P ' ) !
ce , . , .o . i .
. TOTALPER'YEAR - - S $ .
. i .. K H)‘ ; ' ) Lo
» ’ ’ oo . N - *
- v < . .
1 i ) R
- A" \\ -
' ” -~ L R -~
3 , N . -
- *
\ . .
‘ “a . -

\
1y
'

*There are very few private firms doinig contract g_ardeniné that are ﬁnionized. N
Most firms are made 8p of -dndividuals and family groups... ° .
. Q‘ \ - -
CoC . .
B . N /" s

-

*

&

, : . :
‘ 138 . e . .
s

g
. ¢ . | 137 S




- Table 3 e

2

¥indow Cléaning - Based on Union Contract Rates

%

| ‘ Cost Cost

f : . Per Hour Per Wash .
._i s cn -
. Labor Cost - _ ) $
Vacation - days
Holidays - days
Sick Leave - days ‘
) =% , -
Total Labor Cost ! y - $ -
o e : “
> Overhead, Supervision, and Fee - _ ¥ - L
.ok % ' w 7
PayrolfQTaxes -~ % of labor : N
Insurance > . % of labor RN
p EAR. .
Health and Welfare - ¢ per hour -
*
Pension - _ ¢ per hour . \

Supplies - \ our

",

Total Cost Per Hour

_ TOTAL COST PER WASH ‘ ‘ B

(___ hours x § ) ‘
TOTAL COST PER YEAR . $

b (8 x_) ’ ‘ . )

.
)
s
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Table 4

\

-

4 ’ [

»

Custodial - Based on Public Surveys of Salaries Paid by Private Pirms

[y

) Hours Hours Hours Hourly Total
Classification Per Day * Per Week Per Month Rate Per Month .
Building and '
- Grounds ) . .
Supervisor (1) 8 40 174 $ $
Custodian (5). 40 200 870 §. .
Total Labor ' <8
! ! |
Employee Benefits - _ % A
(Exclusive of Vacation and Illness)
TOTAL RER MONTH $
TOTAL PER YEAR ) $

14
~

Yo -




L

. |
) e - ,
N - ; .
] P L
!‘ - .
‘ ¢ A Table 5 ] . )
-
Gardenitﬁ and Grounds Maintenance - Based on Public Surveys of Salaries Paid
i by Private Firms
Hours »~ , , Hours Hqurs Hourly Total
Clagsgification Per Day + Per Week Per Month Rate Per Month
(.
Senior ,'/ x R ’
Gardener (1) '8 ,!" * 40 lﬁ\ $ . $
v . '} . <
Gardener (2). 16 ¢ 80 348 ~ s
’ . ’ \ ~
Total Labor - g . )
' \ 4
Employee Benefits - _ % ‘ =l
(Exclusive of Vacation and Illness)
- ) l . \ 4
TOTAL PER MONTH l $
TOTAL PER YEAR (x S
. -~ y
\ S S B
\ '/// - ol <
\ = ' < ~ - e
P \\
<y . N \\\ ' ,/' '
b . &
v \ A k
23 v, \ ¥
~ e - i ‘\‘ .
N s ¥
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Table 6

*  EQUIP AND SUPPLIES - CUSTODIAL -
TYPE
. Custodial Equipment "\~

Vacuun Cles;i'ﬁera )
20" Upright, 4 @ . .
b 1om Upright, 1 @ . <~ ' .
Wet & Dry Pick Up, 1 @ - : T
Tank Type, Light, 2 @ .

'Pile Lifter, 1 @ , _—~ 7
. \ . e -
Scrub Macliines : -

Dry Foam Carpet Shampooer, 1 @ .
Floor Machine, 18", 1 @ '

Ladders, . . ' -

] 4" Aluminum, Step, /@ - . .
.o+ 6! Aluminum, Step, 2 @ - Y
8" Aluminum, Step,/2 @ b |
10' Aluminum,  Step, 1 @
12: Wood, Extension, 1 @

—_—_— -
24' Wood, Extension, 1 @ : @ <
Y . - )
Scaffold Plank -Aluminum, F/,/B@ .
T]:u 8 ‘ ’

Do v, & ﬁheeled; Solid Ié‘tform‘, 2@ _ i !
" Truck, 2 ‘Wheeled, Hadd{.4 @

"1"031

. " \ f .. )
-, C tod,ial Suppliq’s
T

i

{

!

ESTIMATED
_cosT

Rl



:} H . Table 7°

3

EQUIPMENT AND SUPPLIES - GARD
‘:‘1’ ;. r \ « }

Grounds Equipment

.,

Power Sweeper,l 42", Self—propelled 1@

Tractor, 4 leinder, General Purpose, With
2 Wheeled Trailer, 1 @

Mowers ) ) .
76" fower,éagg,rWith Sulky, 1 @
30"‘Power, With Sulky, 1 @

25" Power, l @

Edger, Power, i @ .
/

Misceilanequb

Sprayer, 25 Gal., Power, 1 @
Sprayer, 3 Gal., Hand 2@

' Spreader, Lawn, Dry Fertilizer, 1@
Wheelbarrow, 4 Cu. Pt., Metal, 2°Q@
Trimmer, Tree, que,'i @

Hand Tools as redﬁired

Total

————

. Grounds,ﬁhpp;ies
| ¢

Insecticides
) I T , l ‘
Other’(See Contract Grounds Specifications) -

’ <€

Total / ’ o

ES

COST”

TIMAIED

~
o
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exclusively to educational R&D, the fact thaO t

Working Paper 11

. OPERATING A FACILITY DEDICATED EXCLUSIVELY TO EDUCATIONAL RESEARCH

AND DEVELOPMENT (IN"1-74-01) .

Robart L. Chrisgensen )

\ , . o '
) A} 7

SWRL Educational Research and ‘Development accepted and moved int7

its new facility in May 1972. Since that time it has engaged in conéinthg

‘efforts to refine the procedures associated.with the day to day operations

of the facility. The objective is to install and maintain the institu-~

.

tion's educational R and D program in the new facility in the most efficiént-

and effectiﬁe ner. Preliminary results of the studies curreﬁtly being
conducted b;‘ﬁhe SWRL Administrative Services'unit are summarized under
the’following seven rubrics: security, energy consumption, operating
costs,'risk management, food services, telephone system, an? clerical

’

support services. PR

——— - Security .

v

T A X
r .

»

‘The architectural design of the SWRL facility was- planned to be as
open as possible while adequately protecting the privacy of .individual

staff members. _Consistent with this functional design, the courtyard, //’

'office;landscaa;;\a;éas, and work areas are integrated with enclosed

office énd‘special purpose areas. ‘the facility is dedicated

the first such }aciliﬁ§

ever constructed for this purpose insures"'high volume £ visytors. To P

maintain a maximally open facility for both staff and visitors while pro—

tecting the individual privacy of ataff, as well as the personal and public

- —

") ' ~ [

i




{

property within the facility, }equires careful attention to insuring ) : K
/ \J

-
<

—

/
ef cgiz\\ echniques iﬁ the following areas:
/

/
/" e Ideutificatioﬁ of all persons entering and exiting the fac1litf7 ;
° Prbviding gu{dancengor visitors moving from one area to another .

'within the building.
4

K Controlling the removal/return of SWRL equipment used in field

projects. e —
e Providing an early warning system for forced entry. y
e Making the facility available to SWRL Staff during of f~hours '

" without compromising overall security.

[N

- -
SWRL has implemented various, security practices and pfocedures which have

proved to be effective. They are described below.

Hours of Access

Security pfoblems can be significantly reduced by controlling the

'times that staff membeyrs have free access to the facility. This is

a

particularly important during non~working hours such as in .the even{ng
and during the weekend. The hours that the facility will be open should

be determined in accordance with_the feqnirementg of the organization's

work program.

t
have sufficient access to the facility during non-working hours in order

to complete priority projects.

4 Ny

At the same time, it is an accepted fact

that security is most vu;nerable when the facility is opep during non-

working hours and a éingle guard must perform all security funcéions.

e
It

; ,
igy therefore, extremely important to have guard personnel who are

-
*

=1

3

’

!

As a result, a balance must be achieved so that staff members




€

SWRL ii currently using a schedule for the {

\ C . L . =

building which seems t¢o/ satisfy most requirements. The hours are:

- Ld N ~
Monday - Friday/ 7:00 A.u\ to 11:00 P.M.- , : i

Saturday &s day 9:00 A.M, to 4:00 P.M. ) .

and approved by the Directorate. ’ P o \*\&‘
Entrances . . . X -
Security precautions are effective only if.all access poidts into

<! e RN

the building are~controlled. The SWRL facility has four controlléd

entrance - exits. The first is the main entrance in the front of the

building which must be used by all staff and visitors. It is controlled |
. + - . .

by a.receptionist. The second is the children's reception enkrance, on hi?\w
' '

one side of the building. It is used only in accessing the simulation . B

~ area and is .also controlled by a receptidnist'when the area is in use.

~

?T\\\The third is the shipping - receiving entrance, on the other side of the
. \ 4 i

building adjoining the parking Iot. A8 the name implies, it is used only

) for receiving ‘and sendingrmaterials. The fourth type includes all othe;

exits which are for emergency«exlt use only. The latter exits are ‘ }
-~ electronically monitored by the receptionist at'the main entrance at» ~
all times, including working hours. ¥ . , ' :':

Individual Identification o -

Access by any person to the facility is permitted only whilej%earihg ) *
A a visibie personal.name‘identificétioq. All staff members are issued &

permanent badges with their names; these must be worn at all‘times while ‘ %

145

146 . S S




sy

!

'\ [ Special Purpose Areas ‘ :

“ Ny : . \J%%; \\ 7
“in the fac¢ility. Temporary badges are issuéd to tempordry staff members’
T e . ' - o \

or pez;;hent employees who are awaiting a pérmanent badge, or have mis-
4

o

.

the badge that. was originally assigned to thenm. ’ .
e . | h‘ & e Y
‘/7// fter signing the guest register, guests are issued a visitor's
Ve \ T / ‘ 4‘ :
identification badge by the‘receptionist, The visitor's badge number is

place

coded jto the log that_indicates the 'guest's name “and the staff members
\ l’ ! 4

hosting the visit. All guests are escorted by a staff member to and -

~
~

ot , SN
from the location they are visiting within the building. The staff member

receiving the visitor is responsiﬁle for accompanying the visitor at

' !

all times while in the building. oa ’ ;
. ] .

| i B .
f . Staff members are permitted full access to all areas within the

building. When_an activity (#.g:, recording, filminé, etc.) is in progress

in a special purpose area that should not bé integrupted, this condition is
. . . . .

4. [
indicated by a sign at fhe’area entrance. For purposes of safety, equip-
R

ment operated by technical support personnel (e.g., print shop) is accessed

by/trananitting a request for the work involved to the responsible support
L]

staff by courier. The special purp6§e areas are secured on an individual

|
basis at the end of each work’ day.

t\\Ch:tldren 's' Areas o o N ! -

\Ghildren participating in SWRL activities are required by State fire

. I3 »
» tegulat\\hs, to remain within the simulation area. By SWRL policy they . s
must also be under the direct supervision of their parénts, a teacher, or
~ e T :
a SWRL staff dember at all times. DParents and-other-adults accompanying t
the children mnst follow the usual procedures and obtain wvisitors badges .
~ “. ) N ) 1:}
: " 146 " . pUTTT
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"from the receptionist at the main entrance if they wish to visit &he
) fécilitz beyond the simulatign area.

Controlling the Removallketurn of SWRL Equipment‘ Used in Field Tryouts

v <

>

SWRL's property control practices feqpire that each item of equip://,,"
ment used in a field tryout be checked o‘i to [ staff member _who -is
responsible for its safekeeping and return. The staff memher must complete -
the usuai form and obtain the necessary signature app;ovals. A copy of
the form' is received by the property custodian who records the removal\ |

[ |
of the equipment 1£ his records. Additionally, the person removing the

item(s) must present an approved removal receipt to the receptionist.. The
. PN [

/property custodian signs the removal receipt upon the=treturn-of-the -

<« Pproperty and clears the control record. ‘/i:

Early warning Sydtem for Forced Entry

During those periods in which the facility is unoccupi d, 1ltra-

sonic alarm system is utilized o detect any unlawful entry e s stem

~

‘has been specifically engineered to reflect the type of £l ibility ich . ’

! is needed in an R&D facility. For example, the building is divided into

seven (7) areas which represent the major independent work spates within

the facility. Each area contains its own network of ultra-sonic sending
- ’ v ‘ \
& receiving units. Signals from each network are transmitted via telephome

~ . lines to an aiarm panel which is monitored by a central station alarm
.company.— With this ype of system, an area‘of the facility will be made
S y -

available to staff m bers durin non-working hours by their deactivating
- only the zone in Which hey-will be working. The othes—zones.would R \FN\ ' ‘

remain "on-stream and will detect é/transmit any motion from an

~

. . A i - !
. e e ! . ! :\ , L ’
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P

inq;usion.. This would permit part of the building to be avaiiable’to
staff members and at the same time not require the presence’of a security
guard. To date, it has been deemed advisable to have a guard inlthe
building whenever it is ppen.
L.

\ lwﬂgh Another advantage a zoned gystem is that an intruder: can be tracked
v o r
by the uard service as‘he moves from one zone to another. 'This would be
l %,
u

‘ A
\ very hegpfulxin apprehending an,individual in the building sinke it has
\ -

nimerousiexit points, - '
— .
//’ ’ .\ l
. : b
, \ Enexrgy Consumption®

e ‘ R - c¢
* - . S

The Administrative Services staff has been. engaged in a<continuing
¢ \ -

study td identify the optimal operating configuration of the facility 8

heating, ventilatihg, lighting, and air conditioning systems, The data

~

required to make this determination will~be the result of investigataons

.

currently under way in the following areas: : N

~

/
Q\\(1) Effects of increased line capacitance on a power factor of less
than unity. ) ks

, at various external temperatures,

. (5) Use of computer-based remote -heating/cooling operating systems.
N (4) Effect of extetnal radiant energy filters.
The advent of the energy crisis has intensified the need to tranflate the
preliminary findings of the above inquiries intb operating pr;E£:ures. By

applying the knowledge obtained to-date, SWRL has beén able to decrease

-

@ 2

its power consumption by more than 25 per cent.

148
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i /'l'here are several alternatives which a performing cont:ract:or \for nj
educ/atio ‘ R and D may consider in acquiring housing for its act:ivit:ieb. ) . *J‘
‘ A prime, but not exclusive, fac::or 114 making the decisi{on is the mat:t:er T . }
/ of relative coﬁte of operations of t:he various alt:ernat:ives. Tl’he usus / o |
choice 1is be een leased premisea an a grant for cpnat:ruct:io7 or acqu sit:ion ) ;
of a facility“ The preliminary results of the study being conduct:ed to \ « i
o analyze SWM/experience are as follows. N ' v : , j
' Costs Are sh for a 90,000 square foot R and D facility for: (1) )year' . i
| SATLG:Z | Fﬁﬁg\r g - : Fggg?l)n  d o ‘
lﬁecfricity ‘ . INCL. ’ ‘ " $53,00Q~ . . ‘.\\ ,},/
P " Ces 5 5 , e " 6,000 S
i Water S " o so00 T .
Building Maint:et\lance "o 53,000 . o
Maintenance St;pplies o : (c i '\24,000' i/ ’f‘i: _\l\‘
6 _Fire/Intrusion System | " . ) 1;,600 K / ‘ '
\ Insurance '/»’ ' " { ; 12,000 - .7/
Building I;aﬁagemen‘t: . Coeom ‘ w | 150,00§: - : e |
‘8 Lease Payment . ' | $650,000 . 0,00 b
R  Total C T ges0000 - §150,008“\ L
P | ' N a ' "o ~ % - b/ ‘..»,

. R . ¢
- “
- q s
~ I ~
\ ' ’ > 1 5 O h "“? ’ :
- . ) . Wt P .o . ! : ot
. N o . 9 ~ . N N s,
. ' <
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Thus; a performing contractor holding title to its facility can .
: devdte considerably more program operations funds to its R and D

activities at the same level .of funding than would be possible in leased

N <
x

quarters.,

LI
IS

i e v

/ S . »‘\";
Risk management by a'performing contractor is a necessary element in

) . - - /
achieving 4 stable operating facility configuration/s Anf organization .

.

must assure its conﬁin&ed viability by controlling its exposure to un-
1
. 7 . i
-expected losses. With a totally dedicated facility, the risk of unexpected
IR I h
. , & . .
loss is significantly higher than a shared facility where the owner/lessor »

!

, . A
assumes much of the risk exposure. A risk management program must go

/
i

beyond the traditional insurance acquisition'progran. The latter is
/

merely a tool of the risk manager and should be applied very judiciously

The elements of a total program, therefore, shoulﬁ consist of: identifying

and providing the;neéhanism for absorbing losses which cannot.-be preverted.
\ oy /
Exposure To ‘Loss. %

*

/ . .
The exposure, to loss is extensive in an§ endeavor of significant
- / L

.size:, The scope rdnges from improperly installed  sidewalks, slippery

Risk Management’ y ‘ F 2

I:
- -exposures to loss; eliminating or minimizing tn7se exposures where possible;’

an

‘o T )
. floors, torn carpeting, etc. to more soph sticated risks~such~as~allegedr ST
COpyright Violations and hold-harmlegs«,greements. ‘An effective program
. . \ . ) ‘ . ‘/v 2 -
requfres that all decisiqn-miakers be sensitive to loss-exposure recognition N
fo e N . ~ ' R
sifce they set thﬁ:ggandar s.of expgsure. For example a print shop
- /\.\L v ' ' "' L%
. ¢ oy = . R
?r n / '
» ° o xS e ¥ -




supervisor who 'is installing a new piece of equipment will have to decide

‘; how much training the opexator will require in order to operate it

4

safely. {

Avoiding losses is i&portant if the operations of an R and D ‘L

i

facility are to remain uninterrupted and the goals of the organization are

A

to be achieved. It is thé‘responsibility of the institution~s risk

“

manager to establish the framework for the organization 8, viek manageﬁent
program. Generally, loss exposure can be classified under three general

FY o o «
hea@ings: property, income and legal liability.' o

~?

Property - o : . .
* »n ' l‘

With regar& to loss of prOperty, the risk
4

exposure by continually examining the ingtitutiqn'

ranager should determine

operations for the

susceptability to fire and/theft. The following checklists have been

developed(to ‘assist in this process at SWRL . .
¥ . N ~
¢

. Fire Exposure )

-

. : r
’ = what cypZS\af solvents are being used and under what /
' conditions? <.

-
S

{ o>~
~ are hazardous operations\separated from non-hazardous?

N :
” ™ - are fumes and dust removed. from the working environmggg7
. ‘//,/‘{ﬁ*#,f
- is housekeeping satisfactorylf' \ -
- are firefightingosystems suited for~ the type of equipment
‘they are protecting? Comsider CO, or dry\means of \
o controlling fire when exposure is to eltctronieeeq~ipment?
\\ , - ig the fire alarm system adequate? % ‘
N\ .
4 ¢ :
‘ RN )
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- areWMigh value items un&eg\theé}ptrol of a specific

¢ manager?

e

a

* - is there an adeguate s&stém for detq;t@ng forceg entry?

’ .

-

~ is the forced entry‘alarm/gfstem connected to "a central
station? S

'

As other items or questions are identified that are unique to a fully-

r ’

committed R&D facility they will ‘be added to the above.

I -
.
. \\
L 4 .

Loss of Income e ‘ . ;

- -
4 Y . N

- >
.

The conse&ﬂences that result from destruction or loss of property
. . ) ‘

/
Include potential loss of income, In the event of loss pbf facility and

L]

equipment, it would be difficult, if not impossible, to continue opera-

~
tions because funding might cease until suitable facilities and necessary

—t

equipment were made available. Thus the elimination of exposere_to loss

of ngff:fy will limit exposure to loss of income for a performing

icontract r..of educational R&D.

Legal Liabilities '

.

In mahy_instancés, the exposure to legal liabilities is not readily

'

apparent, It depends on the type and nature of the R&D activities of

)

the performing cqntractbr and equndsﬂbeyogd the ‘normal automobile

<

~

liability or industrial safety‘consideratiénsl . The risk could, for

example, be embedded in contrgﬁ}ual agreements o0or it may arise from

employee dishonesty. Ny
: - 153 |
. . -~y @
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Transferring the Risk ' [

In most instances, a performing contractor in education R and. D
which is totally dependent on Government funding is limited as to the

amOunt 'of self-insuring possible against unexpected losses. Funding

agencies rarely will allow a contractor to inélude a reserve or con-

-~

tingency in the negotiated budget to cover such items. ‘Such a contractor

can, hawever, obtain funding for investment in specific loss prevention .

J
programs., This could include upgrading a building sprinkler system,

installing a more effective intrusion/fire alarm gystem, or eliminating

potential safety hazard found in a shop area.

be a need to provide a method for absorbing unexpected losses which

A

However, there will still )

cannot be accomnmdated within the normal operating budget.

N

Generally,

:7this is accomplished through the use of insurance, A comprehensive

~

‘insurance progran for a non-profit, government-supported performing

impact on‘achieving an optimgm operating configurationJ

" \

.

R and D contractor, is shown fn.Figure 1. Bf course, it is récognized

that any insurance ptogram must be tailored to reflect-the overall

\
strategies of the risk management program. .

A
- ’u
WY,

Food Services . '

The management of the food services fmnction can have a significant

. : ' Some organizations
spend an inomdinate amount ofwfime trying to solve problems which con-
tinually arise in this area. From the employees' standpoint,‘an institution
sponsoredffood service program-is viewed as a fringe benefit to which they

are entitléed. As such,hthere is oftentimes a feeling that past impronements

153
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are insufficient; the quality of the food is low; the service is bad;
. and the prices charéed are*too hiéh. The léarger operation will invariably
. result in largertproblems. Since the'basichtype of food service provided
'.//?///—\\5/ can influence the :ype of\future problems which will be encounteged
SWRL studied varioua alternatives before deciding what type of program
would be most suitable for a‘totallyrdedicated R and D' facility. These
alterna;iyes included the following. ‘ Co )
» full-service cafeteria o -
. vending machines
. catering truck . ) -
» snack bar - operated by handicapped\person .‘ - " \ ’ .
The findings of the studies.ifndicate that the'full7serviEe cafeteria
would’have required a large allocation of prime-space and investmeot of
capital and would have consumedkconsiderable management tire. Moreover,
employees using the cafeteria would‘ﬁot‘have been pleased with the////;/ -
" 'quality of the operation or the cost. No overridibg advantages for
full-gervice cafeteria were disclosed in the,study’that would have
overcome these disadvantages. o
For SWRL, a vending machine‘operatiod would have limited the types
" of foods that could be'made available'to employees. ‘It also had the
same disadvantages as the full-service cafeteria. That is, the employees .
would not have been satisfied with the quality or price of the food.

Moreover, vending machines inevitably break down during thelr periods

of highest use and would have required a skilled mechanic on hdnd to

repair ébfm. i Con ) N
b .




.

. ‘ : ~. . . .~
Catering trucks probably represent the least desirable choice gmong .-

b v

. < ~ -
_those alternatives mentioned for an educational R and D institutiop in a

€ AL 4 ¥

8 . . - .
' totally-dedicated facility. In addition to offering low quality food at
8 relatively high price, the employees must leave the facility to make
their Qﬁrchase&. This prolongs break pe;ibdé because of the necessity

for employees to stand in line. It also makes the institut;on's operating

schedule dependent on that of the catering truck. The éinglé advantage .

.o

is that no investment‘is\rgggired. —— .
For an insfitutiog such as SWRL, the optimum arrangement for -
.\\ o
: satisfying food service requirements-is the establishment of a snack

bar sponsored by a State Department of Rehabilitation. , These snack bars

f L

are operated by handicapped persons and offer‘manyfadvéntagep. These

. i

include:

-
.

. All traiﬂing is provided fo? the operator;

.. A1l equipment and fixtures are provided at no expense to the
7 institution; g

. The State maintains all supplied equipment;

. Operator is considered an independent businessman and réceives

little to no subsidy from the institution. SRS

pa . y £l 4
Experience has shown that the employee will be relatively satisfied with'?

P
this arrangement. . Few complaints have been made to the handicapped . .
~ operator or to the institution. Thus little management time:'is expended *
. g B’ ‘
in responding to staff complaints. Moreover, the snack har requires :

little floor spaceﬂleaviné more spdce fgf R&D activities ‘than would be

© ¢

"™ . . .
.

LUABT L N

available if a cafeteria were being sqpﬁagsed.'
TN
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Telephone System e

—

PRE Y

The final'design of aatotgily-cemmitted educational R&D facility .

will establish certain parameters for the type.,of internal and external

¢

b\voicexcommunication system which will be required, Because the needs of

<

the 2arious groups of individuals making-up the organization vary . greatly,
a substantial amount'of phone system analysis ig required in, order to -
attain an optimal configuration. Theae studies mustﬂtake place after
the facility has been occupied for a period of time and opez;gions have

‘teached a steady - state condition. .« S

The initial planning congiderations for a phone system generally

I'd

include the items listed belows These points will have to be addressed -

i

prior to the ordering of the hardware from the telephone company . Thus,
the capabilities of the}system will be somewhat fixed before any operating
data can be collected. Hdwever, in most'iﬁ%tancesethieawill’not‘be a
problem since the broad characteristics of the system één be determined{4f
from the institution's past experience, :

The general hardware specifications i;g/beiformulated‘from inquiry

in the.f\IIowing\areas. . ’
. Incoming‘Calls RAREEPIEN .
-~ 3D h . .
\* . Are all calls td be -answered from a central poiﬁt? 0

* - . w

. ~o

. 2 What type of line identification display is required?

~.

. 4~ Does the opexator need to know what lines are in\use?

A
i
.

\

. ’what ,should-the ultimate c&pacity of the selected systém\\\\\

- be in order to meet projected growth?

157 . o '
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(2) Outgoing Calls .
N
Will only 8pecified stations have the capability of dialing )
' outgoing calls to thef!ocal exchange or to toll netWorks »
without operator assistaLce’d »? TR T ) e T RN
k How many outgoing trunks will be needed to handle all
traffic with minimum delay? o ' |
How much delay is accéﬁtaoie?
(é) Interaal Calls
\\\\ .+ What will the volome of internal calls be? -
¢ ]

Do the station users need to havé ‘the cgpability call one
another throughout the facility operation assistance?

Vd
Do all persons, need ‘a phone,at their work station?

- “ ‘
f

(4) Transfer of Calls
Should station users have the capability of transferring

incoming calls'withouzrzreﬁator assistance? \

(5) Attendant Position Capabil / N
- 7 .
Egay.type of capability is required for extending calls?

Will\incoming calls néed to be held?

What are-the attendant break in reQuirements?

~ 1s automatic recall desirable? \‘
(6) Station Capabilities =~ . t ’ \
-~ Is station to station dialing desirable?

Is direct outward dialing from station desirable or necessary?

Sta ion controlled transfer? AN

‘\
Restriction of station;\\\\\ R
169
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After the communications hardware has beeh selected, analysis should

be undertaan to determine the telephone requirements of the individuals

Bl

J}in the orgaﬁization. These persons may be divided into the following

>
L4 ‘

groups accordigg tq calling patterns:
(1) Light usage with’ majori;xvof calls station-to-station
(2) Heavy usage from incoming calls W d

v . (3) Heavy usage from outgoing cails R ? ( . R

wé

%4) Heavy usage from incoming and outgoing calls.

~

Generally, most of the staff members in an educational RED facility.'
have 1light phone requirements. The studies in SWRL showed that a éingle - - ,}
3 ) |
instrugeﬁt\for each office, connected directly to the main swigéQPoard,

will satisfy all requirements. Calls can easily be tf@nsferred, when
» ~—

necessary, and message centers—can be set-up to take calls when the staff

member ié not in his office. .

Persons in the organization who make and/or receive numerous calls,
such as in a liaison function,- can utilize a "call commander" system to

provide added capability. This system allows a secretary to ;eceiﬁé all R
’ |

‘

calls coming into the group and then redirect them to the appropriate
. V ) .
party. She also acts as a message center for the persons connecked to

the "call commander." This ‘can be an efficient arrangement depending on
oS

Y f

the importance of the calls being handled.

! - ‘
4 Persons who place numerous calls to the outside such as in a purchasing

vq
4

office, may find that a direct line which bypasses the switchboard may be

\ most efficient. This will depend on the outside trunk usage frequency. T
\\ X g M - .

160 o,
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-

[y

‘\\
N

If the trunks are continuously busy it may not be praciical to try to

*

+

. 7
access them for heavy outside calling.

Yy

’ . e - ’ o e, .
SWRL's continuing study of the factors which inflﬁ;nce the design

of 'a communications system will help deterqine the most, cost-effective
system possible at any particular time. ° . ¢

‘ . . ~ ¢

7

61ericaI;Sﬁbport Services
v N

°

azigpization o

The internal office configuration of the SWRL facilit§ is a

derivative of thé open office landscaping concept. It integrates the

-

most\lesirable features of a closed office arrangement with the benefits
of gpen offfice léﬁdscéping. This was achieved by dividing the office
i . . 4 4

spack area into modular units. Each module cons}sts of a numbér of small

Ve
area. The onk areégs are considered an extension of the enclosed office

The secretarial areas are Icated along the building corridors to provide-

- @ measure of commonglity, yet supportive to the offices included in the

-

module. This type of configuration provides the maximum

~ . L

in selecting the type of c}gricél support-organization whi

the gée&s of an educatfonal R&D organization.

the new facility. Initially, it was decided ‘to retain th

. o

structure that was being used in the old facilities. This ?aérthe

»




conventio;xal arrangement in which a clerk—-typist is assigned to support
a certdin . group of staff members. The disadvahtage of this aystem, of

course, is that the clerk-typist invariably becomes dedicated to sup\aorting

]

only staff she is assigned to. The-clerk is ne\fr available to provide

- needed assistance elsewhere, i . ¢ \d .
- a B . .Q , ‘

- With an office configuration which lends itse\lf ,to a, pOOJJ type" ° .

>

&

clerical organization, SWRL initiated a study of thX:ffeCt this type of.
structure would have on the pmductivity of the clerical staff, ' It was

A
necegsary to‘firgt_define for the SWRL fArofessional staff those secretarial |

services that would be provided and, the ;f'ioritization of these tasks. e

o

It was anticipated that many of the deficiencies of the old organization

would be elininated, Consequently, all clerical personmel were assigned

-

to one of three "pools," each headed by & Secretarial Task’ Coordinator.
A1 work to be done by the pool would be accepted by the Secretagial,

.Task ,Coordinator‘amnd‘ she, in turn, would assign it to the clerk-typist.\ ’ j
In this v;ay‘éo;i‘priorities established by SWRL management could he ‘
fulfilled with fewer problems in %fssigning resources. ‘

RN The success of this system is apparent after examining the ratio
of- the number of professional staff to the number of required clerical

“ o : (f\ N .
. staff: ' . N

1 . .

Ymi 7 PROF. STAFF/CLERICAL RATIO
A . J ’ ' ”
1972 (nom pool) , 3.8 . ‘
. . . . . K
/ ”}973 .(pool) N 4.3 . \

.- Of significance when looking at the data is the fact that the total | et

clerical load for distrihution,' if anything, i}iéreased slightly in 1973.

o "
- . . ¢
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™~ ) . ! /

i - “f: e o I . \ ;.
Continuing studies in' the area will determine if increased profluctivity .

- is being obtained through further refinements in the clerical organization

. » \ .
structure as for example expanded use of part-time and on-call clerks to o
' v ) . o a ' * ™~ A
handle temporary peaks of clerical tasks. ! ' ) N \ '

Effect of Hardware’Support \ '

P f . .
has also been fopnd that the potential capability of such devices can

N

A study has- been made of the effects of hirdware support of the

clerical staff in the new facility. As a first effort,  SWRL, has been o
utilizing three magnetic/card selectric typewriters in: an attempt to
ascertain whether the overall productivity of the clerical staff is
increased. It has been found that these machines are extremely efficient
for preparafion and maintenance of address lists, phone lists, personnel

lists, efce>and the Tevisign of large technical reports. However, it

s . !
—~ 3 0 ’ ~ :

only be exploited only if the clerical staff accepts their utility and

views them as a better means of accomplishing their clerical assignments.

3

Without such & perspective, the machines will not be effectively utilized.

The faqtors\isolated to date which appear to affect the use of the

. -

MC/ST's are: S . . ) . ' .
e Physical location

i
I . {

e Organizational unit to which the mmchine is’ assigned ’ . \\

o Degree of training and/or exposure of clerical staff to its Y \
operating .characteristics -

The physical lo:\tion is impbrgant from the standpoint that the uder must

feel that she has convenient access. If the device is located too far |

away from her main working location, there is a probability that she will .

163 -
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'assigned to a centr4dl sub-pool for intensive training in the procedures// ‘

[

IS 13
’

4

not use it even though the overall time savings for her would be

significant. Thus, selecting locations in“the facility requires adeljuate
considerdtion. L ( . v

-

The organizational unit to which rgsponsibility for the machine is

assigned is also extremely important. . Even with a pool" type secretarial

organization, there is an inclination for those who may-not readily identifys

® VO '

~

with such unit tosavoid the machine's use becaqse "it be10ngs to- someone \C ‘ ;x

»

else," As 7 result, it ig” most successful to assign the machines to
nehtral" groups or, if feasible, a clerical.sub-pool. Most importantly,
the machipes should not be assigned to specific Operaéors.

~

Continui%y of Secretarial Training o ' ¢

SyﬁL has been studying the affects of’ fdrmalized on-the~job training
for entry-level clerks joining the organization. The establishment of
a ogram of this type wé//made’possible when SQ#L adopted a fpool" type
clerical organization. This permit:ed new clerical ehplo&ees:to be
: v '

and practices that/are commo

hroughout SWRL. Upon conpleting the
program; these clerks have had an exposure to most of_the aétivities'within

the tatal organization and are capable of being.assigned to any task within

any divigion., Specific topics covered during traini
o Typing format and style

° jbiammar, punctuation, spelling and SWRL/terminology

® General office practices and procedures

e Telephone techniques- e -

-~

~ . ®_Secretarial etiquette and office conduct

¢ Keypunching ' .
163
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/ . \\The most significé’nt/;neasur of the 8ffectiveness of the training
- / V ' ’ ’
/program is the job performance of those who "graduate." These person“ ,

Y

’ . \ .
/ can be compared with clerks who ﬁre&ired prior to the implementation '
- K
nformal training. The result:s to-date

/ Of the program and received only

show that the st:aff members who have complet:ed the program tend to. be more

] 3
I3 ! 4

. versat’:ile, more productive, and more knowledgeable of SWRL's activities, ‘ X
i - than t:hose who have\no;—pa;ﬁ.cipmdﬂd-pas_uw—ldﬁ&expected those .- Q
l who have had ﬁt:he benefit of training are achieviny:promotions more rapidly. -
: ; thap the ot:'hers. Con:inu‘ing st:udies will now concentrate on} glet:ermining

the types of retraining that would be ef‘fect:ive after a specified period

—~ . of employmeﬁt at SWRL has_been completed:
\ A o v

Al “




-

PLANNING, PROCUREMENT, INSTALLATION AND MAINTEgLNCE OF EDUCATIONAL RlD

educational R&D. Funds were provided for the procurement of R&D

“the m}ssionxgbprgved by the Federal Government.

- - ' A

3

Working Paper 12 ¢

EQUIPMENT ‘AND EQUIPMENT SYSTEMS IN A NEW FACILITY (TN 1-75-05) « |

il
¢ -
I
!

William H., Hein, Jr.

\ : J
SWRL Educational Research and Development was awarded a grant fiom
& N . !

USOE to construct and equip a new facility té be used exclusively for

equfpnﬁht and equipment systems up to a maximum of $577,000 necessary

-

to conduct the R&D activities set forth” in the approved fivé-year -
program plan. The R&D systems to bg purbhased with grént_funds included * '
< N |4 .

a studio television system, studio lighting system,. audio system for
L . "

5
bopference room and an instructional development control and monitoring °\§>\\
system (1DCMS). The R&D equipment included items for film and still

photography, audio recording, wood apd metal shop, instrumentafion

~

iaboratory; and microform. SWRL staff, with consulting assistance, hadl

5

- analy2ed future program requirements and determined that these additional -

-
*t

systems and equipment items were the minimum necessary to accomplish

Specialized Facility Speci¥ications

It"was essential to insure that the necessary physical feaEUres to -
accommodate the“R&D equipment systems and groups were .incorporated
into the architect's plans and specifications ,for consxruction'of the
facility proper at. the earliest possigle time. This%included making

provision for the equipmenf to be pu}chased under thé grant as well -
A .

as the items to be acquired from other fundin§ sourcesalmmedjbtely .

‘f: | 166 . | Lo i\\\\
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and in the future. A consultant was, therefore, retained early in the

planning stage of the facility to prepare architectural and engineering

iy
’

criteria to be utilized by the archltect in the preparatlon of the plans

-

and specifications based on the consultant s analy5|s of SWRL'S future

—~
5 . -

equipment'requirements. The consultant devoted h|s main efforts to

t

~
“those ''special purpose areas' described below since these spaces would

house the ReD equipment systems and groups. Moreover, §%nce these

+

"special purpose areas'' would constitute the most expensive and least
flexible portions:- of the new facility, ecanomic considerations mandated

that future modiFications would have to be kept to a minimum.
1. research/simulation area | , ‘
a. le g labs - teletype" termlnal television, earphones,
television monitor camera

'

.

control center - control equipment for IDCMS

el ) B
c. simiilated classroom - te levistonsets, underfldor duct
nétworks for 30 -teletype terminals . .

.

[y
’

2. .data processing area
o

a. central processor facllity - data processing unit and IDCMS
system ‘ »

b; area-teletype,term{nals
c. CRT terminal "area‘) CRT terminals <

* 3. A-V production .area

;. - A:V»production studio - color video tape system, studio
-t lighfing system .

v

‘" ,b. audio productign studio - audio recording equipment
“c. A-W ontrol\room'\\électronic control.equipment for A-V
produc;i?n studlo

.‘~\‘o )

et - 2
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L. film production area - film editing equipment
5. production support area . ‘ ¢
a. photo lab - darkroom equipment

b. print shop - platemakers, presses, bindery equipment
- .

6. shop area a L |
/e |
a. electron}c/lab - electronic test and assembly equipment |

. . 1

: b.” wood and metal shop - Iathes, ‘saws , grlnders drill press, etc. .
s . 1

.

7. library - microform equipment T ) . . I
8. conference-area - sound system T«

a. prajection -<film and slide prcjection equipment

2

* . ’ ‘j
The consultant's report described the desired environmental and .
. : . h |
physical features for the above specialized spaces in a form under- }

j}andable by the architect and his engineers (Attachment 59). As a
result, the initial building design did in fact incorporate ald ‘ ' J

necessary features to acsommodate the equipment systems and groups

I

to be purchased under ‘the/ grant, as well as items already owned or

to be purchased |n the fu e. This: elimlnated for all practicalepurposes,
*L\\

the necessity for facnlity»modlf[cations after construction commenced _) i
. s »
or was completed. ) .

- - 0 - A ‘ -

> &
v

Specifications ’ o CN
SWRL's %Enstruction grant provided for the purchase of approximately .- x
$577,000 of R&D equipment syStems and ‘groups. These ﬁad beentdescribed <

. . , )
in general terms only in the proposal. Following grant award» a:

Y

lconsultant was retained,to work with SWRL management .and staff in the - \f
- - -\

preparation of a set of detailed speci fications for the_approved Ptems. --

. . VR . >
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" The specifications for the'ﬁ&Dquufpment§Systems set forth the

B functional and performance requifements of each recommended component
; ’ ‘ :

system as a‘Qhole (Attachment 61). In

(Attachment 60) as well as eai

addi tion, they were in a format that permitted their use in RFP's in

[N * )

the procurement process described below. Thelr provnsnons permi tted
flrms respondlng to RFP's to propose the substltution of components
other than those recommended so long as the substituted components were
‘equal and the total system would stili meet specified performance
requirements. This had the desired effect of increasing competition

* i and making provision for any new technologlcal deveTopments in hardwarev
unknown to SWRL staff or its consultant at the time of spectfncatlon
preparation. The specnflcatlons also provided for final system
acceptance'tests to be made by the contractors~in the presence of SNRL

- tt . ©

technical staff and consulting englneers after inssallatioq in the new

-

‘»
o facility (At tachment 62). _ * -
- ‘ - -, ‘ N —Qn \‘ ‘
) . ., V.o
USOE Review Coe '

SNRL 5 grant provnded for a review by USOE" staff and consultants

{ * of the request for equlpment separate from that for the facu]nty proper.

[

SWRL furnished coples of its approved Five-Year Program Plan, Speclalized

N Facnllty Speélflcatnons, Systems and. Equ;pment §pecif|cat|ons, most

1

~recent Contnactor s Reqyest for Contlnued Fundnng (detailed account of

then current SWRL opefatlons), and Systems/Equipment Procurement,

- N

1nspect|on and MaintenancerSpeC|ficat|ons, for_pre]imrnary examination

by 'USOE staff and its consultants. Following their review of over

_— . 1,500 pages af written materials and electronic diagrams, a meeting

. S . 168 P
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approval. . .

. _ , ¢
was held at which SWRL staff and consultants_made presentations and

answered the questiqgns of USOE staff and consultarnt reviewers.

" .. The following pre-specified critenla~was used 39 USO% in reviewing
) . , i
SWRL's equipment request: ‘ . |

|
""1.- essentiality of systems' functions to the execution of
approved SWRL program plans; °

t 2. ‘cost-effectiveness of'systemgf characteristicss, as'sp9éified

-
’

3. credibility of systems' acquisition tost as'esFimated;

.

L, credibility of systems' activation aphd operations/maintenance
requirements, as enumerated and costed;
' 5. acceptability of systems' activitation and operaridns[maintenaoce
* costs, if charQEd to annual contract;

1

!
. adequacy of systems' modi fications for competitivye procurement;
. cost-effectiven of proposed procurement strategy, l.e.,
purchase rather than lease; and ‘i

i
8. conformange wnth Federal computer procurement redulations,

where applicable, to include consideration of crilteria 2, 3,
L, 6, and 7 relative to any computer hardware.? s
The reviéﬁ‘panel held a caccus with the USOE Project qfticer at
the close of the.meeting and Feccmmended appro;al of the SJRL request.
Their‘orai adyice was confirmed in writing to the Project-Officer shortly
thereafter: This expedited the‘regiew prccess consideFably and enabled
SWRL repreaentatives to make many of the changea reqyested by USOE‘fn

b

advance ofitﬁeir receipt of the Project Officer's written noticeitf

| . { -
SWRL also submitted a regqest for additional administrative equipment

~to.hg'ﬁunded from the grant (Attachment 63), Subseqpently it was '

decided to fund these items from non-grant sqQurces. . ‘ ,
N « ’ N ‘
- L
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Procurement

Installation and Maintenance Plan ’ .

USOE ] revnew~process included the examnnatlon of SWRL's implemen=-

a

tatfon plan which was presented “in the form of a, document entitled

Sygiém/qu[pment Pr0curement, Jnstallation and. Maintenance Specifications.

LN . >

Generally it set forth the procurement, insta]]ation and maintenanoe

reqU|rements for the R&D systems and support eqU|pment to be purchased

.
2

under the grant, descrlbed the,reqU|reqents for specialized sstaff

kY

members who would be required to operate and maintain the equipment
t i ¢

‘and contained a scheddle coordinating the equipment‘activ?fies with

the constructlon schedule for the new facility. { .
More SpeC|f|cally, the “|mplementat|on plan“ wls d|v ded into

six sections.

The first set forth for each system/equip ent group,

a full description of the main components; functions to jbe performed;
. :

¢

contractor'e agticipated in plant construction activities and schedules;
v - 5 .

site preparation; and installation and tﬁeting requirements. It also

estimated time required for prqag;a] or bid preparatio?, system
. ,

#

set forth the estimated cost of installation, malntejpnce and operation.

Operation and maintenance requirements were described in terms of
i t

estimated manhours, type of personnel, and special %aintenance/test

¢ a
.

equipment srequired. Alternatlve methods of performlng preventlve and

.

corrective maintenance were evaluated inc]ud!ng (ab malntenance by

in-house personnel, (b) maintenance by contract w}th an outside agency, .
.. . : Iy

and (c) 'on call', maintenance prog?%ms. Theeconsultant's analysis of

), u

these alternatTVeillndicated the cost-effectQVe advantages of

N / \ °

A

utilizing in-house personneP for both prevent|7F and corrective malntenance.’

2 171 [ -
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Estimates of cost totals to be funded from the grant; based on the

recommended list of componénts plus engineering and installation charges,

~

were alsé detalled (Attachment 6b), - -

' The second section described in more detail 'the- types of technical

personnel who would be required to operate and maintain the recommended
1lw “ systems and equlpment for RED activities. These costs would be funded
from future R&D'contracts The reqU|red,personnel functions were Ve
I;nalyzed and the findings‘were shown in the form of est{nated personnel

costs,-job descriptions for the\technical support personnel, and a chart
, . /, \ ,/ H
) deplc ing -the percentage of time each employee would devote to the
operation and malntenance of the new, as well as currently owned RED ’
. — T —

3 -
s v

equipment (Attachment 65); P e , ' -
Yhe thurd/ségkmoh,containe a/df/;ram of the SWRL construction' i
— ’ .

sch .

dule prepared by the cons ru/tion‘manager and an analysis of that

— / :
schedule as it would e/fect the site preparatlon, |nstallat|on and final _
D —
testlng of the equ}pﬁZnt ystem/groups., ATl actlvitles that were scheduled

durlng this “actlvation period" for equipment were fully descrlbed akd S

¢ ~,

coordinated with the construction schedule: for the facility: proper«ﬁ

'(Attachment 66).

| The fourth section arrayed the above Sequence.of events using a
\
modifned version of program evaluation and revnew technique (PERT)
¢ % /
This mOdlerd PERT diagram integrated the scheduled events related to

. procuremept and installation of recommended systems/support equipment
g ) i >

and the construction schedule for the facility. A separate event

line was. Included for each system/equipment group and for the

|
[y

coordinate personnel requirements. A brief commentary on the PERT

Diagfam was alsotincluded (Attachment 67).
° Coan

e v ,
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*The fifth section contained a budget summary of the findings

. 4
] , presented throughout the previous sections (Attachment 68). o
* , .
The sixth sectibn contained recommendations for SWRL management

“ .

for controlling the operation and concomitant expenses of the

4
_ Procurement of Systems L ‘

. F

N

Following USOE approval, RFP's Qére issued for the R&D equipment
systems (Attachment 70) and IFB's for the equipment-groups. The RFP's

. J o .
~ made provision for a visit to the plant of each proposer submitting a

¢ N

T responsive proposal and a discussion.of the proposal witﬁ his technical

y A

: personnel. g
\‘\ The RFP's aIZE}provided that each component of a system was:to
be tested in the successful contractor's plant, in the presence of
SWRL‘staff and consultants, before shipment to SWRL.
Pre;specified criteria fo: contract award were set forth in the
bid documents. The aQard of contract was based on an analysis of
the proposals received by a SWRL'consultant utilizing a rating schedul e
keyed to the pre-specifiéd criteria (Attachment 71), By necessiéy,’all
ratings were'of a ;omewhat subjective nature. Therefore, a thorough
— ,analysis was made by tﬁs‘goqsyltaht of each point for evaluation

against a theoretical ideal. Veightings were assigned to each specific

criterion based on its relative importance to the total system

!

design. A cost-benefit ana]%sis technique was then utilized to determine

the maximum gain (benefit) for the specified proposed price (tost). OF
the 19 criteria, 18 (epresentéd specific benefits offered by a *¢ -

. v 172
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systems/equipment,\GUpporteq.bQ specific use indicators (Attachment 69).
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*

particular system propoghl. The 19th represénted the total cost of

the system being proposed; therefore, it was the most hgaélly weighted
1

-~ .

(10 out of a possible 100) :

% ‘ . -

Following approval of USOE's Grants Officer

~m

N
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>
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